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EXERCISE 1 (Continued) 


forward you samples purchase our products 
cuticle preparations we have taken up 

thank you for writing direct with the druggists 
Mr. Charles F. Turner 4 


211 Grand Avenue 


Davenport, Lowa 
Dear Sir: 


It gave us much pleasure to forward you 
samples of our cuticle preparations. 


We thank you for writing|us that you are 
unable to purchase our products in your town. 


We have taken up the matter direct with | the 
druggists, and are sure that you will have 


no difficulty in purchasing Page Ointments in 
the future. Yours truly [60] 


semiannual interest interest on mortgages 


mortgage held by us payment of all taxes 
will fall due on the premises 


Messrs. Burhans and Black 5 
221 Connecticut Avenue 


San Diego, California 
Gentlemen : 


The semiannual interest on the mortgage 
held by us for $16,000 on property No. 7 East 


13th | Street will fall due on January 1 of 
next year. Our company expects that interest 
on mortgages will be paid| promptly upon the 


date due. 
Receipted bills showing the payment of all 


taxes, assessments, and water rates on the 
premises |should accompany your remittance. 


Yours very truly [67] 


we have no record Will you please send : 
we wrote recently should be addressed 

claim on glassware Bureau of Claims 

Miss Nora Holmes 6 


66 President Street 
La Crosse, Wisconsin 


Dear Madam : 
We have no record of hearing from you 


since we wrote recently in regard to your claim 
on| glassware. Will you please send an early 
answer, returning this letter with your reply, 


which should be addressed to our | Bureau of 
Claims ? Yours very truly [46] 
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Shipping Board 
I am sending your letter 


Mr. R.-W. Hector 
The Merchants Bank 


Pine Bluff, Arkansas 


Dear Sir: 


Your letter of October 11 has been sent to 


EXERCISE 2 (Continued) 


copy of this reply 
Vocational Institute 


4 


me at Washington, where I am engaged in work 


| with the Shipping Board. I am sending your : 


letter and a copy of this reply to Mr. Jasper 


Clark, who | is now in charge of the Vocational 


Institute. Yours very truly [51] 


referring to your telegram 
thoroughly reliable 


of good character 
financial responsibility 


The Mohawk Shoe Company 5 


899 Primrose Avenue 
Northampton, Massachusetts 


Gentlemen : 


Referring to your telegram of this morning, 


in which you ask about Mr. T. J. Miller, I am 


glad |to be able to say that I regard him as 


thoroughly reliable, of good character, and of 


financial responsibility. 


Very | truly yours [42] 


your organization 
reproduce an illustration 


The Felt Slipper Company 


919 Broad Street 


Peabody, Massachusetts 


Gentlemen : 


Your letterhead is the representative of your 
organization that is continually noticeable. To 
be effective in its result it|must command 


attention and respect. 


like a photograph 
engraved lettering 


We make a specialty of letterheads. Using 
a new process that will reproduce an illustra- 
tion | exactly like a photograph, and combining 


this result with engraved lettering, we can get 


for youa letterhead that will | make an effective 


appeal. 


Will you allow us to codperate with you? 
Very truly yours [75] 
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EXERCISE 3 (Continued) 


we have your bill find no record 

one dozen corrected bill 

The Detroit Construction Company 4 [an 
Scarsdale, California 

Gentlemen : re 


We have your bill of October 27 for 25 new 
K. C. B. Bands, 12", for | $1.25. We ordered = 


but one dozen of these bands and find no record 
of having received more. | Will you, therefore, 


send us a corrected bill ? 
Yours very truly [51] 


recently surveyed stock on hand ee Sea 
‘special agent assured is carrying 

confidential report on the fixtures 

cash vahie let us hear from you a 
The F. W. Burnham Company 5 


52 Harmon Street 
Davenport, lowa 


Gentlemen : 
#436789— Harrison 


This risk was recently surveyed by our 
special agent and approved | subject to confi- 


dential report. We are informed that the cash 
value of the stock on hand is approximately 


$500,|and of the fixtures $300, whereas the ee ry 
assured is carrying $1000 on stock and | $500 
on the fixtures. ae oe Sees 


Will you kindly look into this matter and let 
us hear from you by return | mail ? 


Yours very truly [84] 


will devote writing and spelling 

vacation time keep up with grade cad 
simple fractions tutored in these subjects 

Mr. H. M. Munsell 6 


9 Chester Street 
Paducah, Kentucky 


Dear Sir: 
The principal of John’s school tells me that 


if John will devote some of his vacation time 
to| multiplication, division, simple fractions, 


writing, and spelling, he will be able to keep up 
with grade 5A. If you| will kindly see that he 


is tutored in these subjects, I shall appreciate it. 
I hope that all the boys|in camp are well. 
Yours truly [66] 
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EXERCISE 4 (Continued) 


we find your letter we have a shipment 
that you are returning will you inform us 
rings for repair accompanying sheet 
Mr. A. L. Manning 4 


426 Homestead Avenue 


Moline, Illinois 
Dear Sir: 


In looking over our files we find your letter 
of February 1 stating that you are returning 


seven |rings for repair. These have not been 
received under your name. 


We have a shipment entered as coming from 
The | Globe, which corresponds with the one you 


mention. Will you inform us whether this ship- 
ment was returned by you? You|will find a 
list of the rings on the accompanying sheet. 


Yours very truly [74] 


has been received you have given 
credited to your account the matter \ 
Mr. H. R. Cox 5 


50 Lewis Street 


Green Bay, Wisconsin 
Dear Sir: 


Your check for $1.50 has been received and 
credited to your account. We thank you for | 
the attention you have given the matter. 


Yours very truly [30] 


has yet been received make a slight charge 
approve a charge labor and material 
sent in for repair should appreciate 
within our guarantee hearing from you 
Messrs. 8. Kapp and Company 6 


Manistee, Michigan 
Gentlemen : 


No reply has yet been received to our letter 
of January 13 asking you to approve a charge 
of | seventy-five cents on the table sent in for 
repair. As this work does not come within 


our guarantee, we | are obliged to make a slight 
charge to cover labor and material. 
We are eager to give prompt service and| 


should appreciate hearing from you. 
Yours truly [67] 
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EXERCISE 5 (Continued) 


pardon the delay overcoat models ~ 
blanket order ulster models 
Mr. George Danton 4 


48 Sherman Street 


Boise, Idaho 
Dear Sir: 


Pardon the delay in answering your letter of 
January 18 with reference to our blanket order 
of overcoats. 


You may put me down for these overcoat 
models, to be selected after you arrive here. 


Ulster models with large|collars seem to be 
in big demand now. 


Thanks for the Quarles advertisement. 
Yours truly [55] 


kind greetings privilege of seeing you 
best wishes in a day or two 
My dear Ericson : 5 


We appreciate your kind greetings for the 
New Year and extend to you and your family 


our | best wishes. We all look forward to having 
the privilege of seeing you when you are here 


this spring. 
Mr.| Adrian will undoubtedly see you in a 


day or two. Yours most sincerely [53] 
repairing on radiators mud guards 

gasoline tanks plating and japanning 
auto and carriage lamps” variety of material 
sheet-metal auto parts best of workmanship 
Messrs. E. J. Myers and Sons 6 


99 Magnolia Avenue 


Philadelphia, Pennsylvania 
Gentlemen : 
We are in a position to do all kinds of re- 


pairing on radiators, gasoline tanks, floor pans, 


auto and | carriage lamps, sheet-metal auto parts, 
and mud guards. 

We do nickel and silver plating and japan- 
ning at moderate prices. | 

A large variety of material combined with 


the best of workmanship enables us to meet 
any demand. 
Our truck will|call for work and deliver it. 
May we be given a trial order ? 
Respectfully yours [75] 


10 


TT 
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EXERCISE 6 (Continued) 


investigation of your claim 


has been completed 
process of payment 


you may expect a draft 


Mr. H. W. Richards 3 


Southern Pines, North Carolina 
Dear Sir: 


The investigation of your claim, Number 548, 
has been completed and it is now in process | of 


payment. You may expect a draft in the next 
few days. Yours truly [34] 


in another envelope 
The Live Wire 
good Western product 


little fishing trip 
expect to be gone i 
will probably wait 


special advantage 
change my plans 
I shall expect 


it has been quiet 


Mr. William N. Meader 4 
45 East Twenty-seventh Street 


New York, N.Y. 
Dear Will: 
I am sending in another envelope a photo- 


graph of “The Live Wire,” so that Mrs. Mea- 
der can see|the features of a good Western 


product. 
Iam leaving tonight for a little fishing trip 


at Lake James and| expect to be gone about a 
week. If you could only be with me! 


It looks now as if I| shall not go to New York 
this season. Our needs are going to be limited 
and will probably wait until | you come here. 


Of course, if there is any special advantage 
in buying now, it may be that I shall | change 


my plans. I shall expect you to keep me 
informed. Business is holding fairly well, al- 


though it has been|quiet this week. 
Let me know when you are to be here. My 


best regards to you all at the|store and at 
home. Sincerely yours [146] 
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EXERCISE 7 (Continued) 


roses which we shipped 
received in poor condition 
we endeavor 


packed and shipped 
reach our customers 
shipping instructions 


we will replace them 
without expense 


Mr. W. B. Ashley 3 
90 Lancaster Street 


Yonkers, New York 
Dear Sir: 


We regret very much to learn that the roses 
which we shipped to you some time ago were | 


received in poor condition. 
We endeavor to have our plants packed and 
shipped in such a way that they will| reach our 


customers as nearly perfect as possible. 
When the shipping instructions are not 


carried out and the plants are | unsatisfactory, 
we try to make good such shipments. 


If you will let us know how many plants 
you lost and| what the varieties were, we will 


replace them without expense to you. 
Yours very truly [95] 


shipment of tubing 
purchase order 


we shall have to cancel - 
issued notice 
various departments 


entirely satisfactory 


The Morgan Automobile Company 4 
Dayton, Ohio 
Gentlemen : 


Attention of J. D. Boxley . 


As we are unable to wait three or four months 
for shipment of tubing | on our purchase order, 


Number 6754, we shall have to cancel the 
remainder due us. 


We understand |that you have made ship- 
ment of 1075 feet, and we have therefore issued 


notice to our various departments | canceling 
the 1175 feet remaining on the order. 
We trust that this arrangement will be 
entirely satisfactory to| you. 
Very truly yours [84] 
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EXERCISE 8 (Continued) 


acknowledge with thanks 
receipt of your check 
we are pleased to note 


remainder of the account 


Mr. Arthur Beecher 4 


Cheyenne, Wyoming 
Dear Sir: 


We acknowledge with thanks the receipt of 
your check for $16.50 in payment of our | bill 


of December 11. 
We are pleased to note that it is your inten- 


tion to take care of the remainder | of the account 


this week. Yours very truly [48] 
make arrangements family physician 

life insurance you and your doctor 
you may be examined please forward it 
Mr. E. G. Fernschild 5 


34 Benedict Place 


Evanston, linois 
Dear Sir: 


When you are next in New York, if you care 
to make arrangements for life insurance with 


the | Association you may be examined. If you 
prefer to take advantage of the opportunity at 


this time, you may have|an examination made 
by your own family physician. After the ap- 


plication blank has been filled out by you and 
your | doctor, please forward it to this office for 
submission to the Association for action. 


Very truly yours [77] 


issued a permit supplying your house 
gas company contract with the city 
for the purpose repair for five years 

Miss Elizabeth Moss 6 


59 Bleeker Street 


Ottumwa, Iowa 
Dear Madam : 


In response to the request contained in your 
letter of September 19, we have issued a permit 


to | the gas company toopen Hamilton A venue for 

the purpose of supplying your house with gas. 

The Heights Association has |a contract with 

the city to keep the street in repair for five years. 
Yours very truly [47] 
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EXERCISE 9 (Continued) 


still in our holding file 
order under construction 


make delivery 
bill of lading 


Messrs. E. F. Jordan and Brothers 4 

221 West 14th Street 

Lowell, Massachusetts 
Gentlemen : 

The order that you placed with Mr. Kent of 
our office on October 10 is still in our holding | 
file. 

In order that we may put this order under con- 
struction and make delivery as soon as possible, 
will you|let us know if it will be satisfactory 
to you if we make shipment with draft attached 
to bill of | lading for the amount of the order? 

A stamped envelope is inclosed for your 
reply. Yours truly [77] 


I have known him 
for ten years 


a good salesman 
thoroughly reliable 


Mr. Peter Alvord 5 

Brookline, Massachusetts 
Dear Sir: 

In reply to your letter of the sixth of this 
month in which you asked about Mr. William | 
Gavin, I am glad to inform you that I have 
known him for ten years and regard him as a| 
good salesman and a thoroughly reliable worker. 

Yours truly [49] 


March records Supplement Mailing 
energy and enthusiasm Envelope 
Letter Service 


Messrs. R. F. Baxter and Sons 6 

4 Ogden Place 

Des Moines, Iowa 
Gentlemen : 

This splendid new list of March records 
deserves all the energy and enthusiasm you 
have. Make the most of | it. 

There are now thousands of people who have 
phonographs; they are all eager to know about 
these new records. | 

Our monthly Supplement Mailing Envelope 
and Letter Service will help you sharpen their 
interest to the buying pitch. 

Make March|a big record month and be 
prepared with plenty of stock. 

Yours very truly [74] 
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EXERCISE 10 (Continued) 


your card receiving clerk 


approximate date return this letter 
Mr. E. T. Lathrop 2 


225 North Terrace Street 


Montgomery, Alabama 
Dear Sir: 


We cannot locate the typewriter to which 
you refer in your card of January 5. If you 
will| let us know the approximate date of ship- 


ment and give us more specific information, we 
shall gladly instruct our receiving | clerk to go 


over his records. 
Will you please return this letter, with your 


notations upon it ? As soon as | we receive your 
reply, we shall write you further. 
Yours very truly [72] 


recently installed instruction in cooking 
in your high school domestic science 
Mr. S. E. Brinkerhoff, Principal 5 


East High School 


Columbia, South Carolina 
Dear Sir: 


We understand that you have recently in- 
stalled in your high school, equipment for 


instruction in cooking. If this|is so, you are 
likely to be interested in obtaining for the 
teachers and pupils a textbook in this subject. | 


We are inclosing a list of our books per- 
taining to domestic science and should be 


pleased to send you for|examination any of 
the books listed therein. 


Yours very truly [70] 


our first supplement satisfactory service 
guarantee to give you inclose a price list 
Brother Publisher : 6 


As you know, the first installment of laws 


has been sent out by the Secretary of State. 
Assuming |that you wish to publish them as 


soon as possible, we are now preparing to issue 
our first supplement and | will guarantee to give 


you prompt and satisfactory service. 
We inclose a price list for furnishing the 
laws to you|in supplement form and shall be 


pleased to receive your order by return mail. 
Yours respectfully [76] 
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EXERCISE 11 (Continued) 


CONFIRMATION OF TELEGRAM 


in confirmation prepay the express 


Mr. Robert C. White 6 

323 Winter Street 

Boston, Mass. 
Dear Sir: 

This is in confirmation of our telegram of 
today ordering three reams of No. 38 commer- 
cial similar | to our previous orders. 

Please prepay the express. 

Very truly yours [31] 


TELEGRAM 7 


October 14, to Lawrence McDonald, 45 Green- 
wich St., Hoboken, N.J. Ship five number ten 
brass hall lamps one burner. 


CONFIRMATION oF TELEGRAM 


we have telegraphed your immediate attention 


Mr. Lawrence McDonald 8 

45 Greenwich Street 

Hoboken, New Jersey 

Dear Sir: 

We have telegraphed you today to ship five 
No. 10 brass hall lamps of the one-burner type. | 

Your immediate attention to this order will 
be greatly appreciated. 

Very truly yours [33] 


TELEGRAM 9 


February 1, Palm Beach Hotel, Palm Beach, 
Florida. Reserve single room and bath ten 
dollars February 6. 


CoNFIRMATION OF TELEGRAM 


single room with bath length of my stay 


Palm Beach Hotel 10 

Palm Beach, Florida 
Gentlemen : 

I telegraphed you today to reserve a single 
room with bath, at ten dollars, for February 6. 
The length | of my stay is uncertain. 

Very truly yours [28] 
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EXERCISE 12 (Continued) 


taking orders 
staple and fancy 
next fall’s business 


desirable styles 
dark and light oxfords 
exact sizes 


submit swatches 
box models 


kind of lining 
on regular terms 


The Weldon Clothing Company 3 
10 Boylston Street 


Boston, Massachusetts 
Gentlemen : 
Mr. Kelly of the firm of Burnham and Com- 


pany was here today taking orders on staple 
and fancy overcoats|for next fall’s business. 


They have several desirable styles and staples 
in dark and light oxfords and blacks, made 


in | various models. 
I picked out several styles and gave the quan- 


tity I can probably use. I am to give the | exact 
sizes, etc., about February 1 if I wish these 
styles, and they are going to submit swatches to| 


me at once. 
Now, will you do the same thing? Send 


me swatches of your staples and a few fancy | 
blacks in box models. Tell me also how they 


are made, what kind of lining, what price, ete. 
These | are to be delivered next fall on regular 
terms. 


Yours very truly [132] 


under date 
mailing to you 
we should like to know 


afforded an opportunity 


Mr. M. R. Gilman 4 
44 Woodland Avenue 
Holyoke, Massachusetts 


Dear Sir: 
Under date of March 19 we had the pleasure 


of mailing to you copies of our No.|48A and 
No. 64 fence catalogues. 


We should like to know whether you received 
them, and if so, | whether we may not be afforded 
an opportunity of quoting prices on your require- 


ments for fencing. 
Yours very truly [59] 
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EXERCISE 13 (Continued) 


certified copy showing list prices 
original invoice audit your bill 
The H. E. Stimpson Company 4 


470 Franklin Avenue 


Plainfield, New Jersey 
Gentlemen : 
I acknowledge receipt of your letter of Feb- 


ruary 15 in regard to your corrected bill for 
$18.38. | 


Will you furnish me with a certified copy of 
the original invoice, showing list prices, so that 


I may | audit your bill properly ? 
Yours truly [46] 


with our compliments largest in the history 
copy of the prospectus this institution 


Mr. Thomas Vincent 5 
35 Lockwood Avenue 


Ogden, Utah 
Dear Sir: 


Carrying out our promise, we are sending to 
you, with our compliments, a copy of the pro- 


spectus of|the Summer Training School for 
Commercial Teachers. You should receive it 
with this letter. 


Letters from almost every state in | the Union 
assure us that the Summer School this year is to 


be the largest in the history of this | institution. 
A line from you indicating your plans would 


please us. Very truly yours [74] 
shipped promptly cooperation in maintaining 
quotation card Eastern representative 
Mr. E. C. Howgate 6 


59 Field Avenue 


Hannibal, Missouri 
Dear Sir: 
I acknowledge with thanks your order for 


Porter Folding Ironing Boards. They will be 
shipped promptly, as directed. | 


I inclose a quotation card for your files, 
confirming the prices made to you. Your co- 


operation in maintaining the uniform | re-sale 
prices indicated for the Porter Board will be 
appreciated. 

As the Eastern representative of the com- 
pany, I shall be|glad to have your further 


orders and will give them prompt and careful 
attention. Yours truly [76] 
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EXERCISE 14 (Continued) 


pink copies of forms attach the forms 
signatures may be affixed Dividend Division 


To the Superintendent 4 
Portland, Oregon, District 


Dear Sir: 
The inclosed pink copies of Forms 1036 and 
1037 are returned in order that| the signature 


or signatures may be affixed. 
Please have this attended to at once. Attach 


the forms to your reply|and return to the 
Dividend Division. 


Yours truly [48] 


detailed statement take advantage 

parts account liberal discount 

The Homer Garage 5 
Delphi, New York 

Gentlemen : 


We are attaching detailed statement of your 
parts account to July 31, showing a balance 


due us of | $55.21. 
- Please give this matter your immediate atten- 


tion and inform us if you find any discrepancies. | 
We shall expect to receive your check in 
settlement, in time for you to take advantage 


of the liberal discount|allowed for payment 
within thirty days. 


Yours very truly [69] 


in regard to your order accept orders direct 
under construction your prompt attention 
Mr. W. J. Kane 6 


240 8. 9th Avenue 
Madison, Wisconsin 


Dear Sir: 
On February 15 we wrote you in regard to 


your order of February 12 for 36 shearing | 
machines, Number 2 A. 


So that we may put this order under construc- 
tion and make shipment as soon as possible, | will 


you let us have the name of the jobber with 
whom you wish to deal? We do not accept | 
orders direct from the retailer. 


Your prompt attention will be greatly 
appreciated. Yours truly [74] 
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EXERCISE 15 (Continued) 


fire clay hundred-pound bag 
we now have in stock bags not returnable 
Messrs. Eugene Baker and Sons 4 


254 Dudley Avenue 
Charlotte, North Carolina 
Gentlemen : 

In reply to your letter of December 18 we 
inclose a sample of fire clay which we now 
have|in stock, and quote you $1 a hundred- 
pound bag, delivered to Gloucester Place, bags 
not returnable. 

We trust |that this material will meet with 
your approval and that we may receive your 


order. Yours very truly [58] 
noted carefully readjustment of territory 
making any change proposed change 

Mr. Albert Kenyon 5 


79 Hudson Street 
Passaic, New Jersey 
Dear Sir: 

Your letter of October 5 has been received. 
We have noted carefully your remarks in re- 
gard to territory. | Just at this time we do not 
believe it would be advisable to consider making 
any change. 

When conditions become | more nearly normal, 
it may be that a readjustment of territory will 
be advisable. At present, however, we do not | 
believe that anything would be accomplished in 
making the proposed change. 

Very truly yours [74] 


English translations has been referred to me 
Iliad and the Odyssey inexpensive editions 
Mr. Franklin Brown 6 


Mt. Nebo Road 
Covington, Kentucky 
Dear Sir: 

Your inquiry with reference to English trans- 
lations of the Iliad and the Odyssey has been 
referred to me. | As we do not publish editions 
of these poems, I suggest that you write to 
Greenman, Harper and Company, 44| Fourth 
Avenue, and The Peck and Baker Company, 
566 Fifth Avenue. I think you will be able | 
to obtain from these firms inexpensive editions 
such as you desire. 

Very truly yours [74] 
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EXERCISE 16 (Continued) 


customary order book-selling season 

Trade List Annual for ready reference 

ready for delivery send shipping directions 

Mr. Eugene Copeland 3 
Grand Falls, Montana 

Dear Sir: 


We have not yet received your customary 
order for a copy of the new Trade List Annual, 
which|has been ready for delivery for three 


weeks. 
At the opening of the active book-selling 


season it is wise | to have this file of the dealers’ 
latest catalogue at hand for ready reference. 
Although it weighs 19 pounds it|costs but $3. 


With your order send shipping directions. 
Truly yours [72] 


to be inaugurated prospective examinations 
Chamber of Commerce before assemblies 
attention of employees assist in giving publicity 
bulletin boards scope and content 

public announcement additional copies 

Mr. Philip Fairchild t 


166 Liberty Street 


Buffalo, New York 
Dear Sir: 


Inclosed is a copy of an announcement de- 
scribing the plan of commercial examinations 
about to be inaugurated by|the Chamber of 


Commerce of the State of New York. Will 
you bring this to the attention of employees, 


students, | or others who are likely to be inter- 
ested in the plan ? 


The posting of a statement on bulletin 
boards and|a public announcement of the 


prospective examinations before assemblies of 
employees or students will do much to bring the 
matter |to the attention of interested parties. 


We count on you to assist in giving publicity 
to the plan. Its success |* will depend upon such 


help as you can give by affording publicity 
and by suggesting, from time to time, changes | 


in the scope and content of examinations. 
Suggestions will be welcomed. 
Additional copies of the announcement may 
be had upon | written request. 
Sincerely yours [144] 
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EXERCISE 17 (Continued) 


TURPENTINE 3 


Turpentine is used in paint and varnish. It 


assists in the drying of the paint and makes 
the film hold|closer to the surface beneath. 


Turpentine is a product of the long-leaf pine, 
to be found principally in Georgia, | Alabama, 
Florida, Louisiana, and Texas. To obtain the 


sap the tree is boxed or tanned, and the liquid 
runs out| much like that of a maple tree, which 


gives the sap from which maple sirup is pro- 
duced. This sap from | the pine is collected and 


distilled. The vapor is condensed by a cooling 
process, producing the pure spirits of turpen- 


tine.|' The residue from this process forms the 
ordinary rosin of commerce. The cost of turpen- 
tine is steadily advancing on account| of the 


growing demand and restricted supply, and as 
yet there has been no satisfactory substitute 


discovered for it. [139] 
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EXERCISE 18 (Continued) 


The firm struggled along for several months | 
and then, pressed by their creditors and unable 
to collect from their debtors among the rich, 


assigned. 
The unwisdom in|*this particular case lies 


in allowing any credit at all on such small 
capital. With the money they had on| hand, 


the young men should have confined their 
business to an actual cash basis. 
The influences which are constantly oper- 


ating | to induce a firm to make unwise credits 
are powerful and should be guarded against. 


Do not grant credit when | you have insufficient 
capital. If you do extend credit, arrange with 


your suppliers beforehand for long credit on the 
basis | of your credit business. But in no case 


should your credit exceed one third of your 
working capital. An excess |* of credit granted 
to customers not only puts a business in a dan- 


gerous position from want of ready funds but | 
also impairs your credit standing. [325] 
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EXERCISE 19 (Continued) 


we inclose the bill 

Index of Charge Customers 
credit office 

formal application 


Mr. James F. Kavanagh 3 

295 Primrose Avenue 

Lawrence, Kansas 
Dear Sir: 

We inclose the bill for a purchase made in 
your name, which through error was passed as 
a|charge item. 

Not finding your name in our Index of 
Charge Customers, we ask that you remit in 
settlement. If| you desire to open an account, 
will you please call at our credit office and 
make formal application ? 

Yours truly [60] 


State Insurance Fund 
officially approved 

less a differential 
certain classifications 
rates previously in force 
under the new schedule 


Mr. H. A. MacFarland 
209 Bedford Avenue 
Norristown, Pennsylvania 4 
Dear Sir: 

The State Insurance Fund has now adopted 
the uew rates, as officially approved for use 
of the companies, |less a differential of ten 
per cent, except on certain classifications for 
which the rates previously in force have been | 
retained and on other classifications covering 
extra-hazardous operations, for which rates 
higher than those of the companies have 
been | adopted. 

Under the new schedule employers, in gen- 
eral, will obtain insurance in the State Insur- 
ance Fund at an initial cost | that would be ten 
per cent lower than the rate charged by private 
companies. In addition, they will have the |? 
prospect of further reduction in the final cost of 
insurance through dividends to policyholders. 

Any further information that you|may de- 
sire regarding classifications and rates will be 
furnished gladly on request. 

Yours very truly [135] 


38 


6¢ 


Leet] A[n33 £104 
é 80 Ys suoyejer mod ur punoz 
oavy Avur nok gynez Aue ysnl{pe oj Ayrung10ddo 
ue soy odoy|om yey} yse5Sns you om Avy 
“UOTJORISTYVSStIp IMoA IOJ uOsSver OY} YALM sn 
qurenboe 03 uvyqy esueyo v oyeut 07 ,| o[qvstape 
o1OU SB 4I peprIvser oavy nok 4eyy s[qtssod st 41 
puv ‘sorjou mmo WoIF preyyyIM woeeq savy Avur 
qurejduios |ysnf outos 4vyy st avez eTos MO 
‘quouysn{pe Aresseoou oy} eyeUr 
0} poreds st y10z7o ou ‘teAoMoy ‘ToTyWUE}4e IMO 
0}|44Snorq crv sIOIIe WEY AA “INO0O sauITyauIOS 
TILA soyeystur yey} gory oy} SutXuop ou st 104 
‘QOIAJOS IO aSIPURYoIOU UL yuTetdutod | oy asnvo 
proav 03 4ared ano uo uorynvooid AroA0 o41dsaqy 
‘uosves ysed oy} Suramp sn popista Suravy 
gou moX roy | yUNODIV 0} SSOT B 4v [OOF OM Fey 
I9UIOJSND V BSOT OF SN OF [eNSNUN Os ST 4T 
> UIepey Ivoqy 
emoy ‘onbuqnay 
enuday uopleq 
Cd UMWe LH “SIAL 


S0IAIOS 10 OSIPULYIIEUT 
wor}znese1d A1aA9 o}1dsep 
I9M10}sNd B esoT 0} 
Tensnun 0s st }1 


[eg] smo& Any L190, | -19q9eUT 
ey} Ul 4sorequr anoA soz nok yuryy oA, 

6 ssoutsnq sity 
aytpedxe 0} eqrssod st raaoqeyM op you nod 
TEM | “Mouy nod sv ‘€Tpeq yoULMs stqy poou aA, 
‘TOPAMS OY} SUIT[RISUT 07 pavSoat UL eUOp useq 
sey doqyIny Suryyjou ‘sn | tof sortproey yorsjoprs 
SUMAN yorryu0d peusts anof YALA 19q30504 
‘GZ daqwuooseqy JO 10999, MOA paatooar OM BOUT 

0p ABy, “I Ieaq 
Ayonqua yy ‘o10qsuaM (—) 
I IOTARY, sepIVyHO “AW 


19}}¥UI 9} UT }s910}UT 
WO}IMS oY} SUTTTE}SUT 
SOTTTTIOVF YOVIJApIs 
e1}U09 peusis 


0% ASIONAXA 


SHSIOWAXH NOILVLOIG GNVHLYOHS 


EXERCISE 20 (Continued) 


further information 
mentioned in your letter 
record of delivery 
shipping receipt 


Mr. Foster Heyward 3 

44 Cos Cob Street 

Key West, Florida 
Dear Sir: 

Will you give us further information about 
the shipment mentioned in your letter of June 
17, stating how|and when it was returned, as 
we have no record of delivery to us ? 

Please send us the shipping receipt, |if pos- 
sible, and return this letter with your reply to 
our Bureau of Claims. 

Very truly yours [57 ] 


continue your affiliation 
federal codperation 
mapping the whole country 
accelerated pace 


Mr. Frederick W. Walker 4 

Colorado Springs, Colorado 
Dear Sir: 

You will find inclosed a bill for the re- 
newal of your membership in the American 
Automobile Association. 

We| hope that you will continue your affili- 
ation with the A. A.A. We need you, and you 
need us in| efforts to obtain the right kind of 
federal codperation with the several states in 
the matter of good roads. Furthermore, | we 
are supporting a federal bill to enable an 
automobile owner to go anywhere in this coun- 
try for whatever periods|he may elect, with 
only the registration number of his home state. 

Weare gradually mapping the whole country, 
but |? not without considerable difficulty. We 
have not yet accomplished all that we desire, 
although great progress has been made. With | 
your continued codperation, as well as that of 
many newcomers, we shall be able to go forward 
at an accelerated | pace. 

Fraternally yours [143] 
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EXERCISE 21 (Continued) 


insurance and postage we inclose stamps 
United Kingdom pardon our oversight 
Great Britain and Ireland forwarded this 


Messrs. Henry A. Luft and Company 3 
214 W. Lincoln Avenue 


New Bedford, Massachusetts 
Gentlemen : 


Having received your card, No. 1278, in 
reference to insurance and postage on the ship- 


ment under date|of May 23, of $1000 in 
United Kingdom of Great Britain and Ireland 


5}’s, we | note that we owe you 26 cents. 
We inclose stamps for this amount. Please 
pardon our oversight in not | having forwarded 


this to you before. 
Very truly yours [69] 


recently become 
resident of our city 
as a stranger 


banking preference 
latest financial statement 
various departments 


investigate our facilities 
ample capital and surplus 


thoroughly equipped 
we invite you 


Mr. George Aberdeen 4 
116 Nassau Street 


Appleton, Wisconsin 
Dear Sir: 
We understand that you have just recently 


become a resident of our city. 
As a stranger in this|community you prob- 


ably have no banking preference. We are glad 
to send you a copy of our latest financial state- 


ment, |in which you will also find listed the 
various departments of business handled by us. 


If the question of a| banking home is now 
confronting you, we suggest that you investi- 
gate our facilities before you decide. 


We have all the | advantages that are afforded 
by ample capital and surplus, and are thoroughly 


equipped in all our departments. We believe 
that |*the facilities we offer will meet the re- 


quirements of the most exacting. 
Confident of our ability to please you, we | 


invite you to become one of our patrons. Why 
not call and talk the matter over ? 
Very truly yours [139] 
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EXERCISE 22 (Continued) 


supplying a truck extra inducement 
thoroughly capable owner of the truck | 
entirely at your disposal cost of operating a truck 


Mr. Frederick Brown 3 

259 Newmarket Street 

Bridgeport, Connecticut 
Dear Sir: 

With reference to supplying a truck to do 
your work, I know of a man who is thoroughly | 
capable and who is willing to make a contract 
with you fora year and a half to supply a | truck 
at $22.50 a day. This truck can haul five tons 
and would be entirely at your| disposal. The 
man or truck would not, of conrse, be expected 
to do, in general, more than an ordinary day’s | 
work each day. 

As an extra inducement I suggested to the 
owner of the truck that you had a place |t where 
you could put his truck so that it would be on 
the premises. Moreover, I told him that should | 
there be a large increase in the price of gasoline, 
tires, and such other things as enter into the 
cost | of operating a truck, you would be willing 
to meet him halfway. If this proposal interests 
you I shall be | pleased to hear from you. 

Very truly yours [168] 
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EXERCISE 23 (Continued) 


larger amount 
to your credit 
accepted the renewal 


we thank you 


Mr. H. E. Finn 3 


34 Maher Avenue 
Fort Scott, Kansas 


Dear Sir: 
Your check for $5 and the note for $160.88 


were received December 15. | We are sorry, of 
course, that you could not have made the check 


for a larger amount than $5. | However, we 
have placed this to your credit and have 


accepted the renewal. 
We thank you for helping us to | secure 
Mr. Jenkins’s order for the Watson house. 


Yours truly [70] 


position of assistant secretary 


secretary of the association 
mill supplies 
employment conditions 


Professor Arthur Rawlins 4 


Hartford University 
Hartford, Connecticut 
My dear Professor Rawlins : 


In accordance with our conversation of last 
week, I am writing you in regard to the | position 


of assistant secretary of the National Associ- 
ation of Jute Manufacturers. Mr. George Wil- 


son, who is secretary of the association, | desires 
an assistant who can take charge of certain of 


their publications. He would also be expected 
to assist two|or three committees of the asso- 
ciation who are considering definite problems. 


The two most important committees are those 
on mill| supplies and on employment conditions. 


The position will pay from $3600 to $4000. 
Mr. Wilson’s office is |'at 27 Tremont Street, 


Boston. He asks that you send him the name 
and address of anyone whom you | wish to 


recommend, so that he may look up the refer- 
ences before requesting an interview. 
Cordially yours [137] 
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EXERCISE 24 (Continued) 


editorial experience ciyil-service examination 
juvenile papers employment bureaus 
Mr. Alvah Howard ‘3 3 


50 Court Street 
Buffalo, New York 
Dear Sir: 

I am writing to ask whether there is any 
position in the publication department of your 
Bureau for| which I might properly apply. I 
have had editorial experience and am now 
writing vocational articles for juvenile papers 
published|by the various national Sunday 
School Boards. 

A few months ago I passed the New York 
State civil-service examination | for Supervisor 
of Juvenile Placement in connection with the, 
state employment bureaus, but the position is 
not yet open and|I have not been informed 
whether any definite time has been set for es- 
tablishing it. In the meantime I have |’ learned 
of your publication work and thought I should 
perhaps be better fitted for that part of the 
work than | for the placement. 

If you have any present or future opening 
for a person of my qualifications I shall be | 
glad to send further information or references. 

Yours very truly [150] 
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EXERCISE 25 (Continued) 


Tur PRESIDENT’s ADDRESS TO CONGRESS 


When Jefferson came into office he had no 


facility in publie speaking, and he, therefore, 
preferred to send written messages, |and that 


had been the practice down to the present ad- 
ministration, when President Wilson has intro- 


duced the custom of a| personal address to both 
houses. I think the innovation is a good one. 
I think it fixes the attention of | Congress on the 


recommendations of the President. I cannot 
refrain from a smile, however, when I think of 


the oratory | which is lost because Mr. Roosevelt 
or I did not inaugurate such a change. The 


eloquence that would have resounded |* from 
the followers of Jefferson in denouncing a re- 


turn to royal ceremony and the aping of “the 
speech from the | throne” can be supplied with 
little effort of the imagination. [130] 
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EXERCISE 26 (Continued) 


Comparatively few advertisers can afford 
what many look upon as the luxury of mul- 
tipage advertisements |in the big magazines, 
while for a good many propositions a one- 
page advertisement presents far too little space 
to|* tell the story adequately and effectively. 
Experience proves that no matter how good 
your proposition and the medium used are, 
you have no assurance of full, satisfactory, 
paying results unless there be the most skill- 
ful and powerful personal appeal in | the copy. 
The limits of magazine and newspaper adver- 
tising space, as a rule, do not give scope enough 
for that. | 

That is where your house organ comes in. 
It will solve the problem for you if you have 
the ability |at your command to make it what 
it should be. [290] 
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EXERCISE 27 (Continued) 


congested districts 
charitable work 
larger endowment 
current expenses 


Mr. David R. Halsey 3 

544 Fifth Avenue 

New York, N.Y. 
Dear Sir: 

In order to maintain not only our efficient 
ambulance service, which covers one of the 
largest and most|congested districts in the 
city, but also the great volume of charitable 
work, we find it necessary to appeal to | you for 
your interest and support. 

During the acute stage of the epidemic of 
last summer we promptly threw open | our doors 
to the little sufferers and assured them of every 
care that science could provide. 

Owing to the growth|of our work and the 
increased cost of all supplies, we find it impos- 
sible to keep our expenses within our |* income. 
We are sorely in need of a larger endowment. 
Furthermore, we are in urgent need of sub- 
scriptions to meet | our current expenses. 

Will you help us? 

All contributions sent to the hospital will 
be greatly appreciated. 

Yours very truly [140] 


reference to a shipment 
shipment was loaded 
carded at your station 
refer to the checking 


Freight Agent 4 

B. and O. R. R. 

Manhattan Transfer, New Jersey 
Dear Sir: 

This is in reference to a shipment of 5 
bundles of 10 chairs moving from Springfield, 
Mass., to | Philadelphia, Pa., waybill 326, dated 
September 10, consigned to the Easton Fur- 
niture Company. This shipment was loaded 
at | Springfield in car B. and O. 71302 and was 
carded at your station September 13. Will} 
you refer to the checking of this car and write 
me about this particular shipment ? 

Yours truly [77] 
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EXERCISE 28 (Continued) 


Minister of Labor. 
request for copies 
set of the reports 


electrical trade 


Mr. John Carter 3 = 
41 Bradlee Street 
Philadelphia, Pennsylvania 


Dear Sir: 
I am directed by the Minister of Labor to 


reply to your letter of April 5, which contained | 
a request for copies of “ Reports upon Openings 


in Industry Suitable for Disabled Sailors and 
Soldiers,” and to forward for | your information 
a set of the reports which have been issued up 


to date, with the exception of Report No. | 1, 
copies of which are no longer being circu- 


lated, as the openings for disabled men in the 
electrical trade are | now exhausted. 


Very truly yours [85] 


we are in sympathy 
philanthropic work 


circumstances permitted 
our participation 
every worthy enterprise 


we find it utterly impossible 
all parts of the country 
business warrants 


Mrs. A. E. Guernsey 4 
Round Hill 


Jamestown, New York 
Dear Madam : 


In your letter of September 29 you requested 
us to donate a box of soap for the | sale which 


your church intends to hold on October 27. 
Since we are in sympathy with all philan- 


thropic work,|we should be glad if circum- 
‘stances permitted our participation in every 
worthy enterprise which is presented for our 


consideration. We|find it utterly impossible, 
however, to respond favorably to the many 
thousands of requests which are sent us every 
month | from all parts of the country, for this 
would mean expending a much larger sum of 
money annually than our |'business warrants. 

We appreciate your offer to allow us to par- 


ticipate in your plans. 
Yours truly [116] 
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EXERCISE 29 (Continued) 


announcing to regular patrons 
bedroom suites 
though discontinued 


imported tables 
Italian Renaissance 
will be announced 


Mrs. D. O. Carson 3 


116 Putnam Avenue 
Fargo, North Dakota 
Dear Madam : 
In accordance with our usual custom we are 
announcing to regular patrons and to those with 


whom we | have recently been in correspondence 
a private sale beginning Monday, July 31. 

The groups offered include a number of | com- 
plete dining-room and bedroom suites and some 


from which one piece is missing. The designs, 
though discontinued, represent some | of our best 
workmanship. These will be offered at substan- 


tial reductions. 
There is also a collection of imported tables 


in| the style of the Italian Renaissance, as well 
as other tables and odd chairs suitable for the 


living room. 
There | will be some advantage if you can 


arrange to view this collection before July 27, 
for on this date |the sale will be announced in 
the public prints. 


If desired, purchases will be held for future 


delivery. Yours very truly [141] 


department number 
invoice and package 


greatly facilitate 
handling of transactions 


Messrs. H. W. Howley and Company 4 
8 Hubert Place 


Lancaster, Pennsylvania 
Gentlemen : 


May we again call your attention to our 
request not to inclose invoices in packages 
but to mail them | direct to us at time of 


shipment ? 
Please have our department number appear 


on both invoice and package. 
Your coéperation |in this matter will greatly 


facilitate the handling of transactions with 


our house. Yours very truly [56] 
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EXERCISE 30 (Continued) 


thank you for the courtesy 
some of our specialties 
increasing your business 


at your convenience 
Specialty Advertising 
maintain goodwill 


Mr. James W. Farrell 3 


20 Sacramento Street 
Ogden, Utah 
Dear Sir: 


We thank you for the courtesy shown Mr. 
Miles of our office when he called to see you 


recently with our samples. He says that you 
were unable to decide at the time as to means 


and methods |of using some of our specialties 
for increasing your business. 


It would be a pleasure for him to call again | 
at your convenience and give full, up-to-date 


information. Drop us a line whenever you are 
ready to see | him. 
Specialty Advertising is very subtle and very 


forceful when properly handled. Its greatest 
force lies in the fact that |*it does not seem to 


be advertising. 
The object of all advertising is to create or 


maintain goodwill. Nothing does|this better 
than the Specialty Advertising service. Forty 


years of continuous effort enables us to give 
you the benefit of | experience. 
Our goods are guaranteed, and our policy is 


to make the quality that pleases the buyer most 
after the | goods have seen service. 


May we hear from you occasionally ? 
Very truly yours [173] 
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EXERCISE 31 (Continued) 


if you occasionally 
circular letters 
typewritten or handwritten 


ask for a demonstration 


Mr. E. T. Barrett 3 


987 Ashford Avenue 
Chelsea, Massachusetts 


Dear Sir: 
If you occasionally send out circular letters 


or typewritten or handwritten matter of any 
description in quantities of|from fifty to five 


thousand, you will be interested in the Howard 
method of handling this kind of work. 
The | Howard Duplicator is simple, neat, and 


rapid. 
Ask for a demonstration in your office without 


obligation on your part. 
Yours very truly [62] 


asking for information 


Standard Course 
Accountancy and Business 
professional course 


business administration course 
Your Market Value 


Mr. Edwin Chapman 4 
94 Elm Street 


Fond du Lae, Wisconsin 
Dear Sir: 


Thank you for your recent letter asking for 
information in regard to the Utica Standard 


Course in Accountancy | and Business Adminis- 
tration. 
In another wrapper we are sending a bulletin 


of the Utica Institute of Accountancy, which 
will describe|the full professional course as 


taught in our resident schools. The first three 
semesters — A, B, and C — constitute the | busi- 


ness administration course. 
We are also sending you another booklet, 
entitled ‘Your Market Value,” written by Mr. 


H. N. Lane|of the Utica staff, formerly an 
instructor of English in the High School of 


Commerce of this city. You will|'find this 
booklet very interesting. 


May we have another letter from you at 


? 
an early date ? Very truly yours [119] 
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EXERCISE 32 (Continued) 


An Eastern concern | decided to start a branch 
in an Arkansas city. The firm was developing 


fast, and a full line of credit | was always in 
use. There was great temptation to economize 
on office rent and fixtures. The firm reasoned, 


however, that, |? especially from a credit stand- 
point, retrenchment here would be poor econ- 


omy. The offices finally chosen were in a 
building where | several powerful concerns were 


located. The fittings of the office, as well as 
the location, implied such prosperity that the | 


small creditors granted accommodation eagerly. 
Appearances are important. A mahogany 
desk has delayed the presentation of many 


small bills, and|a bird’s-eye view of “our 
factory” effectively hung where all may see 


will often extend credit. Back of appearances, | 
however, must lie the solid, consistent business 


power which never fails of obligations and 
integrity. [295] 
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EXERCISE 33 (Continued) 


unable to offer 

any better terms 
canceling your order 
as you requested - 


Mr. C. F. Kelley 3 

182 Park Avenue 

Lynchburg, Virginia 
Dear Sir: 

This is in answer to your letter of March 5 
with reference to your order of November 29| 
for twelve water coolers. 

As we are unable to offer any better terms 
than those mentioned in our letter | of March 1, 
we are canceling your order as you requested. 

Yours truly [53] 


inclosed literature 

every automobilist benefits 
national organization 
effective and economic 
motor-driven vehicles 
Suburban Consulate 
radiator emblem 

touring information bureau 


Mr. A. W. Lee 4 

667 Commonwealth Avenue 

Woonsocket, Rhode Island 
Dear Sir: 

Will you devote a few minutes of your time 
to reading the inclosed literature ? 

Every automobilist benefits by | the work of 
the Country Life Automobile Association and 
should do his share toward supporting the na- 
tional organization in its | efforts to secure the 
things necessary for the effective and economic 
use of motor-driven vehicles. 

If you are not |a member of the C. 1.-A;A;, 
either direct or through any affiliated club or 
state body, enroll now. | Five dollars will give 
you membership in the Suburban Consulate 
for a year from the date of joining. The bene- 
fits |! of membership include five maps and a 
radiator emblem free, besides the all-year-round 
service of our touring information | bureau, which 
may be consulted by mail, telephone, or personal 
call. There is also the privilege of purchasing 
our maps |at fifty per cent discount. 

Yours truly [147] 
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EXERCISE 34 (Continued) 


poultry department 
member of the poultry family 
cared for by salesmen 


advantage will be mutual 


Mr. Nathan Gordon 3 


98 Winter Street 
Spokane, Washington 


Dear Sir: 
I took a stroll through our poultry depart- 


ment this morning. Everybody was on the 
jump. That’s why I’m|so proud of it, and why 


I want you to know what we are doing. I saw 
neat little broilers | that will surely tickle some- 
body’s palate ; fowl, hundreds of them; roosters 


that never again would crow at dawn; turkeys, 
ducks, | goslings ; in fact, if any member of the 


poultry family was absent, I didn’t notice the 
absence. 


I saw customers | there, too, being cared for 
by salesmen whose only thought evidently was 


to please. But I wondered if you had |* made 
us a visit yet. I wondered if you had called us 
on the telephone and given us a chance|to 


show you what we have to offer. 
At any rate, I am sending along a few prices, 


and hope|you will let us hear from you. We 
need you in this department. I hope you need 


us. If we|can get together and do business, I 
know the advantage will be mutual. Will you 


2 
try us? . Yours very truly [180] 
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EXERCISE 35 (Continued) 


postal of inquiry 
Chicago branch 
full information and prices 


reéstablishing relations 
definite information 
promotion department 


Mr. Paul W. Prang, Manager 3 


Orpheum Theater 
Littleton, Iowa 


Pe oe ee 2 
We thank you for your postal of inquiry of 
January 22. We have today directed our | Chi- 


cago branch, which covers your territory, to 
give you full information and prices on Coinwyn 


Pictures. Your name has also|been placed on 
our mailing list to receive our house organ, 


“The Coinwyn Cinema,” each week. A copy of 
the | latest issue is inclosed. 


We assure you, Mr. Prang, that the home Se 
office as well as Mr. Jenner, our Chicago | man- 
ager, will welcome you back into the Coinwyn 


family. 
It is very pleasant to have the opportunity 


of reéstablishing relations |‘ with you. We are 
sure that you will benefit in a material way by 


using Coinwyn Pictures and specials. a - 
Just|as soon as we receive definite infor- 


mation as to your account, our service and — = 
promotion department will be pleased to| give 
you the fullest coéperation in the presentation 


of our subjects. Very truly yours [154] 
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EXERCISE 36 (Continued) 


in charge of the office 
control and management 
Easter business 


under present conditions 


Mr. William R. Sherman 3 
76 Carolan Street 
San Francisco, California 


Dear Will: 
Your letter of March 29 was received. Thank 


you and Mrs. Sherman very much for your kind- 
ness|to Lee. I can assure you that he appre- 


ciated your kindness as do Mrs. Grant and I. 
As you perhaps | know, I made a deal for the 
Dolliver business and organized the W. C. Dol- 


liver Company. Mr. Dolliver has some | stock 
and will be with us in charge of the office this 


year and, we hope, longer. 
I have the|control and management of the 


business and hope to make it succeed. Lee is in 
charge of the sales department |’ at present. 


We opened our sale March 17 and had sold 
over $9000 worth up to last night. | Easter busi- 


ness here is rather slow, but it is about all we 
expected under present conditions. 
Thank you very much | for your good wishes. 


We hope that they will come true. 
Sincerely yours [153] 
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EXERCISE 37 (Continued) 


refer to your letter 
addressed to this office 
unable to locate 

arrange to enter claim 
investigated and adjusted 
on its merits 


The Wilson Can Company 3 

436 Washington Street 

Pittsburgh, Pennsylvania 
Gentlemen : 

Please refer to your letter of April 26 ad- 
dressed to this office in regard to a shipment of | 
two cases of cans to Harper Brothers, Rutland, 
Vermont. I am unable to locate the case that 
was found to| be short. I should suggest, there- 
fore, that you arrange to enter claim against 
this company, quoting file No. B 81549|as 
your authority. The claim will then be inves- 
tigated and adjusted on its merits. 

Yours truly [80] 


plan of a district 

buildings damaged or destroyed 
vertical and side openings 
serious conflagration 

study of the map 

a similar disaster 


Mr. John Cameron 4 

78 Oakbridge Avenue 

Evansville, Indiana 
Dear Sir: 

By this mail we are sending you a plan 
of a district in which a conflagration occurred 
December | 21. 

The height, occupancy, and exposures of the 
various buildings damaged or destroyed are 
shown on the plan. We|call your particular 
attention.to the extreme height and large area 
of these buildings with unprotected vertical and 
side openings. | To this extreme height and the 
unprotected openings was due the rapid spread 
of the fire, which developed into a| serious con- 
flagration. There was no lack of water, appa- 
ratus, or trained firemen at this fire. 

We wish you would make |* a careful study of 
the map, and determine where in your field, if 
at all, there can be found one | or more districts 
in which a similar disaster is possible. 

Yours very truly [133] 
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EXERCISE 38 (Continued) 


sincerely appreciate 
sign of your confidence 
open a bank account 


among our customers 


Mr. Clifford Aaron 3 


Aberdeen, South Dakota 
Dear Sir: 


In looking over our books today the writer 
noticed with pleasure that you have recently 


opened an account | with our bank. : 
We sincerely appreciate this sign of your 
confidence and assure you that every possible 


courtesy and accommodation | will be extended 
to you. 


If any of your friends or acquaintances wish 
to ‘open a bank account or make|a change 


in their present arrangements, we should be 
pleased to have you say that you are doing 


business with|us and that we should be glad 
to number them among our customers. 
Yours very truly [96] 


present campaign 


our new catalogue 
ready for distribution 
quantities are available 


Messrs. Peabody and Graham 4 
34 Pacific Avenue 


Portland, Oregon 
Gentlemen : 


We are in receipt of your letter of the six- 
teenth addressed to our Sales Department. 


We shall be glad | to have you keep us informed 
as to the results of your present campaign to 
interest dealers. 


Our new catalogue | is now in the hands of the 
printer and should be ready for distribution 


some time between the middle and | the last of 
January. It will show all the latest cars and 


will be up-to-date in every way. | 
Why would n’t the inclosed booklet, which 


was put out recently, meet the needs of your 
dealers ? Samples were sent to |* your company 
and quantities are available for distribution 


upon request. 
The advertising campaign is being planned. 


We do not know| exactly what it will be, nor 
when it will start, but we shall probably be 
able to give you these|details by the first of 


next month. Very truly yours [150] 
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EXERCISE 39 (Continued) 


3. Collections. When credits extended to cus- 
tomers make too great inroads on the working 


capital, you can afford to offer| discounts for 
cash, to put pressure on your slow-pay cus- 


tomers, or to arrange, as a last resort, for loans | 
on the security of your accounts receivable. 
4, Shortage in money markets. When money 


promises to become tight and discounts |? are be- 
ginning to rise, arrange to have cash on hand 


or to have long-time credit agreed upon before- 
hand. A|study of threatening money conditions 
enables the merchant to use his credit in time 


to supply the needs of his | business at a saving 
impossible if he waits until everyone is demand- 


ing accommodation. 
The basis of good finance, however, is | good 


accounting. The wise financial head first makes 
sure that the money facts of his business come 


to him regularly, | automatically, accurately. 
Having secured this information, he can match 


his approaching obligations against his resources 
and can foresee those unusual |* demands that call 
for increased output, reduction of expenses, and 


a reénforcement of credit standing. [315] 
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EXERCISE 40 (Continued) 


The banker had been watching this young 
man for several| months, not because his bank 
account was small but because he had been 
exhibiting unusual ability as a salesman. It|is 


seldom that these things escape a local banker. 
He considered the man’s selling ability really 
better security than the |? stock of paint, and 


he granted the accommodation. 
Your best guaranty of success in getting a 


loan at the bank |is an earlier success in other 
directions ; not necessarily a conspicuous finan- 
cial achievement, but success in attainment of 


those personal | attributes that make character. 
Individual habits, honesty, contempt for deceit, 


and a faculty of looking at things in a true | light 
— these are the elements that build confidence. 


A look at the personal records in the credit- 
department files of|a large bank would con- 


vince anyone of the credit value of personality 
and character. [294] 
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EXERCISE 41 (Continued) 


soliciting bids 

Lexington Avenue Subway 
advertised last month 
“Bronx News” 

several more sections 


Mr. Theodore Abner 3 

15 Williams Street 

New York, N.Y. 
Dear Sir: 

The current advertisements for the purpose 
of soliciting bids for Section 2 of the Lexington 
Avenue Subway are| placed in only one paper 
in the Bronx. Section 3, which was advertised 
last month, was placed in the ‘ Bronx | News,” 
and Section 2, which is now being advertised, 
was given to the “ North Side Star.” 

There will be several|more sections to ad- 
vertise, and I will try to put the “ Bronx Times” 
on the list for the next one. | We are trying to 
treat all the newspapers fairly in the placing 
of such advertisements. 

Very truly yours [98] 


uncertainty of conditions 
price list inclosed 
maintained next fall 
accepted and acknowledged 
sufficient supplies 
anticipation of future needs 


To our Patrons : 4 
The uncertainty of conditions in manufac- 
turing makes it impossible to determine in 
advance what production and cost | will be. 
If it is possible for you to estimate your 
needs for next fall, we advise you to do|so 
now and place your order with us at once. 
We can guarantee, for this month, the prices 
quoted in | the price list inclosed and also the 
quality of material, as shown by the attached 
samples, but we are unable | to say whether 
these prices can be maintained next fall. 
Any orders accepted and acknowledged by 
us before June 1 |’ will be billed at present 
prices for shipment at any time before Sep- 
tember 8. We shall hold from our present | 
stock sufficient supplies to fill your order. 
We have a good stock on hand, and we trust 
that you will|order in anticipation of future 


needs, 
Very truly yours [149] 
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EXERCISE 42 (Continued) 


artificial leathers 

glove fasteners 

prompt service 

before the last heavy advances 


Messrs. G. Stieff and Company 3 

862 Lake Street 

Detroit, Michigan 
Gentlemen : 

We understand that you manufacture tire cov- 
ers. We carry large stocks of the enamel goods, 
artificial leathers, glove fasteners, | thread, etc. 
used in the making of these covers. 

We shall be pleased to have your inquiries 
whenever | you are in the market. You will, 
we feel confident, find not only our prices 
satisfactory but also our prompt | service helpful. 

Inasmuch as our large stocks on hand all 
came in before the last heavy advances, perhaps 
we can | save you some money. 

Yours very truly [87] 


Republican National Committee 
hopes to secure 

coming campaign 

best possible advantage 

ready to supply 


Mr. F. P. Costello 4 

34 Palisade Avenue 

Elmira, New York 
Dear Sir: 

The Republican National Committee hopes 
to secure your coéperation during the coming 
campaign, and to that end is|most eager to 
receive from you suggestions that will enable 
us to work together to the best possible 
advantage. Wel|are placing much dependence 
on the support that will be given to us by the 
newspapers, and we are ready |to supply you 
with the service that will most completely 
meet your requirements. 

We are therefore inclosing a postal card, | 
which we shall be very glad to have you fill 
out and mail. As our lists will be made up|' 
exclusively from these cards, it is very impor- 
tant that the card be returned promptly by you. 

Very truly yours [119] 
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EXERCISE 43 (Continued) 


circular letter 
sufficiently attractive 
possess this talent 
every item displayed 
sense of fairness 
genuine economy 


Messrs. E. B. Carter and Brothers 3 

Gloucester, Massachusetts 
Gentlemen : 

Fortunate is the writer who can make a cir- 
cular letter sufficiently attractive to insure its 
being read by busy | men. 

Though we do not claim to possess this talent, 
still, having used every item displayed on the 
inclosed folder,| we are at least in a position 
to recommend these devices to others. Our 
willingness to send them for ten| days’ trial, 
with no obligation to purchase, will appeal to 
your sense of fairness. 

Remember that genuine economy is more | 
than simply the saving of one’s efforts — it is 
the saving of oneself. 

Very truly yours [96] 


save systematically 
special pass book 
accident or death 
unexpected expenses 


Dear Friend : 2 

To give everyone an opportunity to save 
systematically we have installed The Gold 
Club Plan. Will you not|read carefully the 
inclosed literature, select one of the clubs you 
wish to join, then bring your first payment to | 
our bank and obtain a special pass book ? 

These emergency accounts draw interest, are 
promptly paid in gold in the | event of accident or 
death, and enable a man to educate his children, 
build a home, or meet unexpected expenses. | 

Economy in the use of money is one of the 
highest marks of civilization. 

We ask the earnest codperation of |* our cus- 
tomers and their friends in making this new 
department a success. 

Yours very truly [115] 
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EXERCISE 44 (Continued) 


Kings County Hospital 
work of the kindergarten 
tiny occupants 

crooked back 


Mr. Charles Abner 3 

105 Dewey Avenue 

New York, N.Y. 
Dear Sir: 

Have you ever visited-the Children’s Building 
of Kings County Hospital and seen the work of 
the kindergarten ? | 

If you have, we need not tell you of the 
joy brought into the lives of those suffer- 
ing little children | by our kindergartners; the 
happy faces and busy fingers of the tiny occu- 
pants of the cribs tell a story of|their own. 

The Hospital and the Visiting Committee of 
the State Charities Aid assist us in this work, 
but the | funds received from these sources are 
far from adequate. Would you not like to senda 
contribution, small or large, |* to bring a smile to 
one of the eighty-seven pale faces by continuing 
the work of our two energetic | kindergartners ? 

Just think, if you were a four-year-old and 
had “legs that would n’t go” or a crooked back, | 
what it would mean to hear wonderful stories 
of the out of doors and be taught to use your fin- 
gers |in the right way! You have some money 
that wants to help those children, Will you not 


send it to|us? Sincerely yours [183] 
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EXERCISE 45 (Continued) 


At luncheon he had literally to run the 
gauntlet through the crowds who filled the cor- 
ridors | between his office and the rooms at the 
west end of the house occupied by the family. 
The afternoon wore|away in much the same 
manner as the morning; late in the day he 
usually drove out for an hour’s |airing ; at six 
o’clock he dined. He was one of the most 
abstemious of men; the pleasures of the table |* 
had few attractions for him. 

The great public receptions, with their vast 
rushing multitudes pouring past him to shake 
hands, | he rather enjoyed. 

Many people armed themselves with an appro- 
priate speech to be delivered on these occasions, 
but unless it| was compressed into the smallest 
possible space it never got utterance ; the crowd 
would jostle the peroration out of shape. [kt 
it were brief enough and hit the President’s 
fancy, it generally received a swift answer. One 
night an elderly | gentleman from Buffalo said, 
“Up our way, we believe in God and Abra- 
ham Lincoln,” to which the President replied, 
shoving |* him along the line, “ My friend, you 
are more than half right.” [412] 
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EXERCISE 46 (Continued) 


Carbonic-acid gas fire extinguishers are in 
common use. These cost from|$8 to $20. They 
are metal tanks, or cylinders, of several gallons’ 


capacity. These extinguishers are fastened to | 
walls or placed on supports in corridors and at 


other convenient points. When used, the cyl- 
inder is inverted and the|contents directed 


upon the fire through a hose attached to the 
top of the extinguisher. By the inversion of 


the | cylinder the seal of a bottle on the inside 
is broken and the sulphuric acid which it con- 


tains passes into|* the solution of bicarbonate 
of soda in the tank. Carbonic-acid gas is thus 
formed, giving sufficient pressure to throw|a 


stream of the chemical water about fifty feet. 
The fire is most readily smothered with the 


solution when thrown | upon it from above, the 
gas formed being heavier than air. The fire 


extinguisher may be refilled and used many | 
times ; it must be refilled at least once a year. 
[370] 
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EXERCISE 47 (Continued) 


crockery mentioned 
must trouble you 
full description 
arrange adjustment 


Mrs. A. H. Hitchcock 3 

275 Maple Avenue 

Kingston, New York 
Dear Madam : 

We regret that we do not find a charge 
entered for the crockery mentioned in your 
letter of | July 25, and we must trouble you for 
a full description of the goods before we can 
arrange adjustment. | 

As soon as we hear from you we will take 
the matter up with our shipping department. 

Yours truly [59] 


mailed to our customers 
literature on the subject 
vocational guidance 
some of the pamphlets 
teliable opinion 
vocational director 
naturally adapted 
follow successfully 


Mr. James Montague, Director 4 

Vocational Institute 

New York, N.Y. 
My dear Sir: 

Some time ago we mailed to our customers 
some literature on the subject of vocational 
guidance. Some|of the pamphlets passed into 
the hands of a lady who has requested the 
writer to find out whether a| reliable opinion 
could be obtained by answering questions pre- 
pared by a vocational director, as to what 
vocation she is naturally |adapted to follow. 

The lady making this inquiry has recently 
been placed in a position where she will have 
to|earn her own living. She wishes to make a 
study of something she can follow successfully. 
She is educated, but |? untrained in any technical 
work. 

Please let me know whether you can make 
this analysis without seeing the lady, and | what 
fees are charged for the service. 

Very truly yours [130] 
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EXERCISE 48 (Continued) 


acknowledge with thanks 
we have credited 
leaves a balance 


linoleum returned 


Mr. J. V. Kaufman 3 - — 
41 South Fourth Avenue 
Mount Vernon, New York 


Dear Sir: 
We acknowledge with thanks your check for 


$27.75 which we have credited to| your account. 
This leaves a balance of $11. 


As we explained when you called, this unpaid ~~ 
balance is for|linoleum returned in such con- 
dition that it was not salable, for since it was 


cut to the measure of your | kitchen, it could not 
be used to fill another order. 


Will you favor us with an early disposal 


“der? 
order ? Yours very truly [82] 


complete exhibit 
different stages 


dissected kernel 
sectional view 
simplified flour mill 


important processes 


Miss Mary Ambrose 4 
91 Intervale Avenue 


Buffalo, New York 
Dear Madam: 
In response to your inquiry of September 29 


we are glad to inform you that we have | a com- 
plete exhibit of the different stages of wheat as 


it is manufactured into patent flour. Supporting 
this are reference | data, descriptive matter, and 


two large charts, one showing a dissected kernel 
of wheat, the other a sectional view of |a sim- 


plified flour mill. —____—_—_ 
Our object in preparing the exhibit and charts 
in their present form is to provide an| easily 


understood illustration of modern milling meth- 
ods by bringing out the important processes 


through which the wheat passes in its |* con- 
version into flour and, at the same time, to have 


the material convenient for either inspection or 
display. 


We are| forwarding this exhibit free of charge. - 
Kindly let us know when it arrives. 
Yours very truly [136] 
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EXERCISE 49 (Continued) 


we have your statement 
have states spelled out 
payment of this character 


glad to have you explain 


The Acorn Printing Company 3 
460 Riverside Street 
Augusta, Maine 


Gentlemen : 
We have your statement of October 15 and 


notice among other things an item of “ Have 
states spelled out|$.01.” As we have never 


been asked to make a payment of this character 
before, we should be glad|to have you explain 


what the item is supposed to cover. 
Yours very truly [54] 


director of this institute 


letter from you 
vocational counsel 


on the basis of questionnaires 
evidence submitted by mail 
local school organization 


principal of the high school 
Y. M. C. A. or Y. W. C. A. secretaries 


Mr. R. W. Hector 4 
The Merchants Bank 


Pine Bluff, Arkansas 
My dear Mr. Hector: 


Mr. James Montague, formerly director of 
this institute, has forwarded to me a letter 
from you|with regard to a lady who desires 


to have vocational counsel. It is not the policy 
of this institute to| make any analysis on the 
basis of questionnaires or other evidence sub- 
mitted by mail. 


If the lady to whom you| refer is in need of 
advice of this sort, I suggest that she talk with 
some member of your local | school organization, 


such as the principal of the high school or the 
president of some local college. It is also |’ pos- 


sible that she might get advice of the right sort 
from Y. M. C. A. or Y. W. C. A.| secretaries, or 


perhaps from some local business man who is 
interested in social work. 


If we can be of further | assistance please do 
not hesitate to call on us. 
Very truly yours [152] 
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EXERCISE 50 (Continued) 


advise people by mail 
in this vicinity 
very glad to talk with you 


do our best to help you 
interest in advertising 


Advertising as a Vocation 


Mr. R. T. Tracy 3 


22 Shore Avenue 
Portland, Maine 


My dear Mr. Tracy: war 
In reply to your letter of May 27 I must 
inform you that we think | that it is not well to —__ 


advise people by mail. If you should be in this 
vicinity at any time|we should be very glad 


to talk with you and do our best to help you. 
In the meantime, to| follow out your interest 


in advertising you might read “ Opportunities 
in Advertising” by E. F. Gant, published by 


M. Gray|and Company. The institute has a 
book upon “Advertising as a Vocation,” of 
which a folder is inclosed. 


Yours truly [100] 


proposes to open 
sale of a new property 


authorized to distribute 
section of the estate 
advertising advantages 


complimentary offer 


Mr. Charles Blatchley 4 
799 Blue Hill Avenue 
Plainfield, New Jersey 


Dear Sir: 
This company proposes to open the sale of 


a new property at Plainfield, New Jersey. 
Before the sale|begins I am authorized to 


distribute a limited section of the estate for 
advertising advantages. Through courteous 
reference I am|able to offer you one of these 


lots in return for advertising space. 
You will not be expected to build| upon nor 


sell any lots for us. By the conditions the 
complimentary offer is limited in time, as it is | 


made solely for advertising expedience. Your 
reply now will be mutually advantageous. 
The return of the inclosed postal card will |* 


bring you, free of cost, full particulars. 
Yours respectfully [109] 
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EXERCISE 51 (Continued) 


fail to see 
different-colored cards 
three companies affiliated 
investigate this matter 


Messrs. F. S Hathaway and Company 3 

22 Sidney Street 

Kalamazoo, Michigan 
Gentlemen : 

We have your letter of October 17 in reply 
to our query of the fourteenth of this month 
as |to the charge of six cents for carding. 

We still, however, fail to see why a charge 
should be made | at the present time, as we have 
been using different-colored cards ever since 
we have had your machine. In| fact, as we 
understand it, an arrangement was made when 
we purchased this machine that as there are 
three companies | affiliated with us we should 
have different-colored cards for each company. 

Will you not investigate this matter ? 

Yours very truly [101] 


more than a year old 

by the next mail 

resort to unusual methods 
risk its reputation 


Messrs. R. E. Ferguson and Sons 4 

Edgewood Road 

Frankfort, Kentucky 
Gentlemen : 

I have already written to you four times con- 
cerning your small account of less than $4, 
the last|item of which is now more than a 
year old. 

Will you kindly send a remittance by the 
next mail|or will it be necessary for me to 


resort to unusual methods to secure payment? . 


I am surprised that a| business house of the 
standing of yours should be willing to risk its 
reputation and credit for so small an | amount. 

Please let me hear from you. 

Very truly yours [90] 
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EXERCISE 52 (Continued) 


The next morning he took up the note as 
soon as the| bank opened. He was convinced 
that borrowing had become a habit and that 
in this case it was unnecessary. He|put the 
screws on his collection department, and he 
got up a series of letters to his salesmen asking 
for | their codperation in bringing sales up to a 


certain figure during the next sixty days, of- 
fering a special bonus for |? results. In this way 


he made solid development replace a makeshift 
financial measure. 


When you have once established your credit | 
guard against the borrowing habit. It is like the 
drug habit —it grows with indulgence. When 


you are threatened with | stringency, instead 
of stretching your credit follow a policy of 


intrenchment. Look for leaks, — there are 
always leaks in every | business, — cut expenses, 


increase sales. If possible acquire a surplus 
to meet these conditions. [274] 


104 


SOT 


[¢6] Atnay Ar0A sino x 

‘[Teusn se quowepyyos ydurord oyeu 
ae : [iM no yxy} pue sprooor mo yim | soorSe 
UOTFEULLOFUL SIT} FEY} 9SNIy OA “YZUOU sTYYy Jo 
= Yquse}YSte oY} UO Yseo you UL ONp oq P[NOAL 
‘a1oyoro0yy “Quoureyyzes| ou, “eT Ley uo peTreysut 

SEM OUITOVUL oY} Sp1OdeI IMO 04 Surpxoooy 
‘you sXep Ajouru 10 
‘poqoore sea ouryorur oy y|azoqze sXep Aqarqy ut 
pred jt queo rod 0m ssoy ‘(sv UT QuOTTOTIQeS B IOJ 
pepraord Japio moX “xplog ZT] “oN mod 09 41 
poyorsye pue lopeag Jepfog stavq ouo peTleysur 

ATjuedeI OM FT 10G0}0Q9 Jo xopio mok uC 
: WOULETJUI4) 

Kastor mon ‘4419 Losier 

enUeAV TINT OOZ 

é SLOYZOIG 104xoq{ “SIssey 


Sp109e1 Ino 0} Sutp1000" 
p2}0e19 SBA OUIqOrUT 
Yseo Ul }usuIET}}08 
peyreysur AyjU90e1 


[z6] smo Ayer00utg 


‘OUI 04 
prvo oy} Trew pue [vysod pasopout ayy uo | 040A 
mo soqstSer [[tM nok Fr [NZoywaS oq TLeYS J 

4 SyunOWe pue soureU TOG 4TUIO OM 
Treys 10 ‘ATuo soureu | ystqnd om TTeys ‘s1oynqrTy 
“Ud [RNPIAIpUL FO syunowe pu soureu oYy YSIT 
-qnd em [[eyg 441 ynoqe yuryy nok op guy AA 
«steodde | yy 
pesnjep Ajyuenbesuos we T pue ourea Aur 403 
SO14OIN0S IOYIO ,, : UOSVAT ITY} Sv OATS OUIOG 
‘qazodar yenuue amo ut| soweu 
qTroyy Yst[qnd 07 you nvamng oy} 07 s1oynqtzyW0D 
Jo coquinu v Aq poyse weeq oavy T ATWUODeXT 
2a reaqy 
VIULOFI[VY ‘sojesuy sory 
P2YY SUING 0S 
T WMPLY Ae “I 


930A Ino 19}s1301 

sjeodde q}LM pesntep 
semen 1194} Ysttqnd 
nveing 94} 0} s10}nq173009 


€$ ASIONAXA 


SAHSIONaXA NOILVLOIG GNVHLYOHS 


EXERCISE 53 (Continued) 


receipt of your check 
sincere apology 

regret the annoyance 

we have instructed 
bookkeeping department 
cause for complaint 


Mrs. Russell Merrill 3 

75 Highbridge Street 

Waco, Texas 
Dear Madam : 

We acknowledge with thanks the receipt of 
your check for $31.05 and are inclosing | your 
bill for March receipted. 

We offer you a sincere apology for our error in 
forwarding this statement to the | wrong address. 
We genuinely regret the annoyance and incon- 
venience to which you have been subjected. We 
have instructed our bookkeeping | department to 
take particular notice of your address, and we 
trust that in the future you will have no cause | 
for complaint. 

Your further business will be appreciated. 

Very truly yours [91] 


United States Civil Service Commission 
machine-shop work 

unusual ability 

mechanical work 

good experience 

highest technical education 


United States Civil Service Commission 4 

Washington, D.C. 

Gentlemen : 

Tam very glad to commend to you Mr. Karl 
Green of Malden, Massachusetts. I have seen 
his machine- | shop work since he began with his 
father, an inventor, twelve or fifteen years ago. 
The family is well known | to me. 

Karl is a young man of unusual ability in 
mechanical work. He is large, robust, and of 
pleasing | personality. He has had long and good 
experience. He is a man who would profit by 
the highest technical education.| I am sure he 
would give excellent service in any place you 
may offer him. Moreover, he is a thoroughly | 


loyal American. Very sincerely yours [105] 
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EXERCISE 54 (Continued) 


September bulletins 
this request indicates 
very attractive list 


new popular edition 
recent songs 
sales of this edition 


Mr. William Wallace 3 


111 Union Avenue 
Minneapolis, Minnesota 


Dear Sir: 
Having received your postal card of August 


26, we are sending in another wrapper seventy- 
five of | our September bulletins and are putting 


your name on our mailing list to receive one 
hundred of these each month. | 
We are very glad to send them to you, 


for we believe that this request indicates an 
intention to interest| your customers in our 


music. 
Our September bulletin offers a very attrac- 


tive list. We call your attention particularly 
to the| new popular edition of recent songs at 


thirty cents. The sales of this edition in New 
York have been enormous. |* 
Yours very truly [103] 


under present conditions 
schedule of prices 


cannot promise shipment 
present abnormal conditions 


Messrs. Carl Jessup and Company 4 
121 Glen Avenue 


Manchester, New Hampshire 
Gentlemen : 


We regret that it is impossible under present 
conditions to maintain a schedule of prices. 
All orders received are|placed on file to 


be billed at prices prevailing on the day of 
shipment. 


Moreover, since we are about five |months 
behind with our orders, we cannot promise 


shipment before September. 
We regret our inability to give you our usual | 


prompt service and trust that you will realize it 
is due to the present abnormal conditions. 
Yours truly [78] 
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EXERCISE 55 (Continued) 


revise our credit files contemplated in this inquiry 
nothing unusual present financial standing 


Mr. William Luce 3 
Tecumseh Avenue 


Natchez, Mississippi E 
Dear Sir: 
From time to time we revise our credit files = 


by making inquiries of people to whom we 
would | not hesitate to give information, should 


they request it. Nothing unusual is contem- 
plated in this inquiry. 


If you deal with|the person named below 
may we have your opinion in regard to the 


following points ? 
1. Present financial standing. 


2. Personal| history and character. = 
3. Progress and prospects. 


4, Methods of paying bills: whether he 
(1) discounts ; 
(2) pays at | maturity ; 


(3) pays after maturity ; 
(4) gives notes. 


Your reply will be held in strict confidence 
and we shall welcome |’ an opportunity to be of 


service to you. Very truly yours [111] 


memorandum invoice please supply us 


investigated the records wholesale department 
retail establishment retail section 


Messrs. Harry Levine and Sons 4 
15 W. 5th Street 


New Brunswick, New Jersey 
Gentlemen : 


We are returning to you herewith your 
memorandum invoice of February 21. 


This invoice is marked “¢/,| Messrs. Smith, 
Williams and Company.” 


We have carefully investigated the records 
of our retail establishment, but have been 
unsuccessful in|placing this invoice in the 


proper hands. Please supply us with your 
order number, the name of the individual 


who|signed this order, and the number of 
the wholesale department or retail section for 
which the bill is intended. 


The|inclosed envelope is for your convenience. 


Yours very truly [89] 
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EXERCISE 56 (Continued) 


fire underwriters 
advertising campaign 
fire prevention 


reduce and minimize 


Messrs. W. Stanley and Sons 3 
Round Hill Road 


Birmingham, Alabama 


Gentlemen : 
We are writing you at the suggestion of 


several local fire underwriters, requesting that 
you contribute $1.50|a week for fifty-two weeks 


to an educational advertising campaign on 
fire prevention in the “Sunday Journal.” 


Alabama’s loss | last year amounted to 
$3,140,657. Many of the local fire under- 
writers believe that an educational | adver- 


tising campaign, run continuously each week, 
prepared and written by an authority on fire 


waste, will have a tendency to|reduce and 
minimize Alabama’s unusually high percentage 
of fires. 


As you probably know, similar educational 
campaigns, run in the interest |* of life insur- 


ance, good roads, and public service corpo- 
rations, invariably accomplish desired results. 


It is a campaign of this kind|that we wish 
to begin immediately in the interest of the 


fire-insurance companies doing business in 
Alabama. 
We will| give you the privilege of running 


at the bottom of these articles the name and 
address of your home company | or the address 


of your local agent. The plan we are suggest- 
ing will have the full codperation of the local 


fire underwriters. If you are willing to enter 
into this codperative publicity campaign in the 


interest of fire insurance, please |? write us 


immediately. = Very truly yours [206] 
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EXERCISE 57 (Continued) 


attitude you have taken 
protecting our interests 


Mr. Dana Ackerman ; 3 
229 Boston Road 


Auburn, Maine 
Dear Sir: 


We acknowledge with thanks the receipt 
of your card of July 28, in which you say 


that | you will send us direct the checks for all 
materials that we furnish Mr. French. 
We thank you for the|attitude you have 


taken in the matter of protecting our interests. 
Yours very truly [54] 


diversity of interests 
exceptionally valuable 


management of this bank 
various church organizations 


Rev. Alfred Griggs 4 
Ansonia, Connecticut 


Dear Sir: 
You will be interested in the inclosed copy 


of our last statement, which shows our strong 
financial condition. | 


We desire especially to call your attention 
to our ample capital and surplus and to the 
names of our directors. | They are all men of 


acknowledged integrity, and collectively repre- 
sent such a diversity of interests and such wide 


experience as|to be exceptionally valuable in 
the management of this bank. 


As you are, no doubt, frequently consulted 
by members of | your congregation on financial 
matters, we take this opportunity to bring 


to your attention our superior facilities for hand- 
ling the| accounts of various church organ- 


izations and societies as well as of individuals. 
We shall appreciate any business you may 


direct | to us and will see that it is given every 


possible attention. ery truly yours [135] 
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EXERCISE 58 (Continued) 


in a particular locality. Alfalfa is a valuable | 
plant for the apiarist under the conditions of 
the irrigated regions of the West, yet seldom 


secretes sufficient nectar to|attract the bees in 
the moist sections east of the Missouri River. 


Buckwheat is rated as an important honey 
plant |? in New York, but is of little value in 
most Iowa localities. 
Upon the flora and conditions of secretion 
of | nectar will depend the system of honey pro- a =i 
duction which can be carried on most profitably. 


If the flows are short | and very rapid, as in the 
ease in many localities in the northeastern 


states, comb-honey production can be carried | 
on with very satisfactory results and with 
profit to the producer. If, on the other hand, 


the flow lasts through|a long season, and at 
no time is the honey coming rapidly, it is very 


difficult to get a nicely |* finished article of comb = 
honey. Locality, then, is really the first and 
most important point to be considered by the| - 


prospective beekeeper. [322] 
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EXERCISE 59 (Continued) 


Then, too, such advertisements usually re- 
quire a great deal of confidential | information. 


Such information the ordinary employee is very 
loath to send without knowing to whom he is 


making an application. | He therefore has but 
two options: he can state his qualifications in 
a general way and give an assumed name |or 


some telephone number, to be called up, or 
he can make a request for an interview, also 


generalizing somewhat | on his experience and =~ 
trusting that he may be informed who the ad- 
vertiser is. These plans have the disadvantage 


that |* when the prospective employee must deal - 
in such general statements there is little chance 


of his prospective employer’s selecting him | for 
an interview. 


The minor disadvantages of running a signed 
advertisement are many in number, — so many, 


in fact, that|few firms take advantage of this 
method except where they need a large num- 


ber of employees. Where a department store, | 
a telephone company, or a large wholesale house 
needs a large number of department clerks, 


correspondents, salesmen, or similar help, | it is 
possible to put in an advertisement signed with 


the firm name. But where there is need for 
a|‘ few employees or for one or two technical 


men, it is likely to interfere with the efficiency 
of the force | if it becomes known that the firm 
is advertising for help. [481] 
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EXERCISE 60 (Continued) 


somebody heard you 
greatest amount of mileage 
high-adjustment privilege 


we back our products 
Woodside Tire Exchange 
special features of construction 


Mr. Malcolm Gibson 3 


95 Weaver Street 
Louisville, Kentucky 


Dear Sir: 
Somebody heard you think out loud the 
other day. 


You said you wanted to buy a tire from|a 
manufacturer who would build a tire so that 


it would give you the greatest amount of mile- 
age, without charging|for a high-adjustment 


privilege ; in other words, you wanted to get 
the value of your money in the tire | rather than 
in promises which might not materialize. 


When we received this message we decided 
to write you immediately and|tell you that 


we are just the firm for which you have been 
looking. 


We back our products and statements |* with 
more than fifty-eight years of experience. While 


we are on this subject we wish that you would 
just | call up Woodside Tire Exchange of your 


city and ask about the following special features a 
of construction : 


Extra side-wall | protection 


Extra heavy friction cushion 
Double-breaker strip 


Exceptional quality and thickness of tread 
No danger of loose beads 


A | real non-skid 


We want to hear you say what thousands of 
other customers are saying : “It’s the best tire| 


I have ever used.” 
Don’t delay; youare thinking about it now. 


Yours very truly [195] 
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EXERCISE 61 (Continued) 


reach you by telephone 
yellow tax blank 
Additional Taxation 
Domestic Corporations 
excess-profits taxes 
offering tangible evidence 


Mr. Reginald Shields 3 

1526 Battle Street 

Chicago, Illinois 
Dear Sir: 

My attempt to reach you by telephone a few 
minutes ago was for the purpose of calling to| 
your attention an error in the yellow tax blank 
issued by the state, “Additional Taxation of 
Domestic Corporations.” The correction |of this 
mistake would save you considerable money if 
you paid excess-profits taxes last year. 

When you are at | leisure — always supposing 
that you are interested —I shall be glad to call 
and point this error out to you, | thus offering 
tangible evidence of the service that we are able 
to render clients at every opportunity during 


1 
beyeer.| Very truly yours [103] 


furnishing valves 
alteration work 
cheaper to install 

high grade tank fixture 


The Kleber Auto Repair Company 4 

456 North Avenue 

Loraine, Ohio 
Gentlemen : 

We have heard that you are planning to 
make extensive alterations in your building 
on North Avenue. As you| will probably have 
some changes made in your plumbing, we are 
inclosing a circular which illustrates the kind 
of goods| we manufacture. We are furnishing 
valves for a large number of the new buildings 
now being erected, as well as|for much of the 
alteration work. 

You will find that valves are not only cheaper 
to install than a high | grade tank fixture but are 
also much more satisfactory. 

If you are not familiar with our valves we 
shall be |* glad to have our representative call, by 
appointment, to see either you or your architect. 

Yours very truly [118] 
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EXERCISE 62 (Continued) 


brief description 
Columbia and Southern 
Convertible 6 per cent bonds 


conversion feature 
good railroad common stocks 
Preferred and Common 


debenture bond 
short maturity 


Mr. F. M. French 3 


Globe, Arizona 
Dear Sir: 
We are inclosing a brief description of the 


Columbia and Southern Convertible 6 per cent 
Bonds, due September|1, 1939. We believe 


that these are the cheapest railroad convertible 
bonds in the market today. Our reasons | for 


this belief are as follows: 


1. If the railroad situation improves, as we 


believe it will soon, Columbia and | South- 
ern Convertible 6’s, on account of the 


conversion feature, should advance in 
value in common with good railroad 
common stocks. | 


2. If, on the other hand, the railroad sit- 
uation should not develop favorably, 


Columbia and Southern Convertible 6’s, 
coming ahead |’ both of the Preferred 


and Common Stocks and constituting a 
6 per cent debenture bond of one of 
the best | railroad systems in the United 


States, would probably not decline very 
much in price, especially in view of their 


comparatively | short maturity. 


We recommend these bonds as a high-grade 


investment with attractive possibilities of en- 
hancement in value. 


Very truly yours [161] ; 
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EXERCISE 63 (Continued) 


it has been our aim 

novelty and quality ‘ 
efficient publicity 
supplemented by another device 
advertising of merchandise 
large and striking 


Messrs. Hoffman and Company 3 

52 Main Street 

Greenwich, Connecticut 
Gentlemen : 

It has been our aim to excel in the novelty 
and quality of our merchandise. We have not 
stopped | here, however. Our advertising has 
been accepted as perhaps the best example of 
efficient publicity conducted in this country 
today. | The many new things we have done 
in advertising have just been supplemented by 
another device which, we believe, will |mark a 
new epoch in the advertising of merchandise. 

On Sunday, May 12, the rotogravure section of 
the “ New York | Star” will contain a large and 
striking advertisement calling the attention of 
the women of New York and the surrounding |* 
territory to the fact that on the following day 
an exposition of Bellair Skirts will be held in 
New York. | 

The exposition will be conducted through 
the show windows of New York’s leading retail 
establishments. A guaranty of the fullest | co- 
operation has been secured from these houses, 
and we trust that you will find time to visit 
the stores mentioned |in our advertisement. 

Very truly yours [166] 
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EXERCISE 64 (Continued) 


Cuticle Ointment 

extensively advertised 

daily and weekly newspapers 
throughout the country 
stimulating your sales 
purchase from any wholesaler 


Mr. Edward Salt 3 

65 John Street 

Trenton, New Jersey 
Dear Sir: 

We have just heard from a correspondent 
who writes that he is unable to find our prep- 
arations in| your town. It seems hardly pos- 
sible that you do not already carry in stock 
both Cuticle Ointment and Cuticle Soap, | for 
they are extensively advertised in the maga- 
zines and in the daily and weekly newspapers 
throughout the country. If you|carry them 
please let us know, so that we can refer our 
correspondent to you. 

Can we not codperate with| you in stimu- 
lating your sales of these products ? We should 
like to send you one of our moving-picture 
slides |' with your imprint, if you use this form 
of advertising. Moreover, if you have a mailing 
list we should like|to send our folders to the 
addresses contained in it. 

On the slight chance that you may not be 
carrying |our Cuticle preparations, we inclose 
our price list. You can purchase from any 
wholesaler at the figures quoted. 

Very truly yours [161] 
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EXERCISE 65 (Continued) 


Exiciring InFoRMATION FROM THE 
PRESIDENT 


Then the question as to eliciting information 
from the executive has given rise to a large 


amount of controversy, beginning |as far back 
as Washington’s day. The executive has always 
insisted and maintained that, while either house 


may request information, | it cannot compel it if 
the executive deems it to be inconsistent with 


the public weal to disclose what is | asked. 
In the trial of Aaron Burr for treason, 


Marshall directed a subpena duces tecum to 
be served on President | Jefferson, requiring 


him to bring with him the papers bearing 
on the issue. Jefferson wrote a letter to the 


district |! attorney declining, on the ground that 
it would interfere with his official duties, to 
attend. This has formed a precedent | ever 


since. [122] 
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EXERCISE 66 (Continued) 


Perhaps you are a producer of something 
which has equally | astonishing possibilities la- 
tent in its wastes or hidden in its by-products. 


Chemistry uncovers them in nearly every kind 
of|business. It finds ways for making better 


candy, shows the cutler how to select proper 
steel for his knives, finds | the right boiler com- 


pound, and saves thousands of dollars: The 
best bleaching agents are pointed out by chem- 


istry, and plant|cells are changed into paper, 
twine, artificial silk, and a-host of other useful 


articles. Truly, chemistry is the great | servant 
of industry. 
Why not make chemistry your servant? 


Put it to work to solve your manufacturing 
troubles, to find|new ways of production, to 


seek by-products, to regulate your buying, to 
do a million odd tasks which chemistry | alone 


can successfully accomplish. [244] 
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EXERCISE 67 (Continued) 


Infants’ Wear Department 
merchandise head 
sellers’ market 


cooperative offering 
supreme importance 
similar advantages 


specific items 
efficient and economical 


Messrs. King and Terry 2 
76 Emerson Street 


Baltimore, Maryland 
Gentlemen: 


Several days ago you received from us a 
letter with regard to business in the Infants’ 


Wear Department during|the first months of 
the year, together with offerings from forty-four 
infants’ and children’s wear manufacturers 


who are represented |in this building. 
We feel certain that not only you, as mer- 


chandise head of your institution, but your 
advertising department|and your buyers appre- 


ciate that this past year has been a “sellers’ 
market.” The demands so far exceeded the 


supply|that merchandise has been difficult 
to get. 
This makes our coéperative offering of 


supreme importance. It gives you concrete 
evidence |’ of the merchandising value of our 


plan. Of course this particular instance applies 
to one department only, but when our |sales- 


rooms have all been assembled they will afford 
the greater part of your buying organization 


similar advantages. 
If you did|not thoroughly peruse the letter 
and cards we sent you, we ask you to turn to 


your files and go|over them again. Their domi- 
nating purpose lies not so much in the specific 


items and prices presented as in the|example 
of what our building offers your buying organ- 


ization in the way of efficient and economical 


ghopping. Very truly yours [200] 
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EXERCISE 68 (Continued) 


casings on the sedans 
five-passenger car 
Mason equipment — 
Stevens equipment 
on account of the shortage 
closed-car models 


The University Garage 2 


23 Commonwealth Avenue 
Escanaba, Michigan 
Gentlemen : 
This will acknowledge receipt of your letter 
of December 14 with regard to the casings on 


the sedans and|the five-passenger car which 
you received. 


We have been having a great deal of diffi- 
culty in securing the Mason | equipment for our 


cars. In fact, practically 90 per cent of the 
shipments for the past six weeks have gone| 
forward with the Stevens equipment. We are 


still in the same predicament. The only way 
that we were able to|make this shipment was 


to ship with Stevens Tires. We sent three cars 
yesterday which you ordered to be equipped |* 


with Mason Tires. This shipment was held ten 
days awaiting the tire equipment, but in the 


end we were forced |to use Stevens Tires. 
You, no doubt, will be able to make the sale 


of these cars with the regular | Stevens equip- 
ment in a very short time on account of the 
shortage of closed-car models. We regret that 


we | were unable to make the shipment in ac- 
cordance with your repeated request, but as 


we have already written, this was | absolutely 
impossible if shipments were to go forward 
at the time they did. 


Very truly yours [196] 


136 


L&T 


69 ASIONAXA 


[6et] 4x3 Ar0A smox 

"SN YALA 07v10d000 04 SuryTIM oq 
THA nos qvyq ysnay eA, “queo rod | zy jo yunoo 
“SIP B AOT[V 0M OLOUI 10 UEZOp oAY Jo soTes UC 
‘eSO[ S4I 48 UOTZA10d prosun Aue sn | oq uangor Kew 
NOX 4g Uosves oy} SuLMp sieqmour oyy 07 UETy 
Ts 0 qny> eyy More puv Teaordde uo spueq 

;| Wezop Moz v nNoX puss 03 sn qrurzed nod TILA 
é pueq oy} 
Surusieouos poursoyut oq Avur siequiour mod yey4 
tapio |ur svoxyd quourmtord owos ut podridsrp 
sty} eavy ATpury nod [IMA “uStsop eyy jo ad 
“WES G YL IoyJe50} uolyeurozur Aressodeu | oyy 
puv sorid oy} Sutras parvo v Aepo, nok poerreur 

aavy oa goolqo sty} YALA soULprOo0R uy 
‘a[qissod 
se Aporqnd | yonut se spueq mou 24} PAIS 03 
Sn poyse oavy pure “reef 4se, wey} 10; opeur 
OM YOIYM spuvqyey ustsep | peroods oyy Jo osn 
OY} PUEYXe OF YSIM UOTyeIOOSssy sTUUET, UAT 

[eUOMBN $07vIS PHU) ey} Jo speroyo oy, 
11g reaq 

S}osnyoesse pl ‘10}Se0n0[4 


OMUSAV Yo EF 
T SUOMIOIISZILT “VY “TW 


}UNOISIp & MOTTE OA 
TeAoidde uo 

eovid Juounmoid 

arqissod se Az1o1rqnd qonur sv 
spueq}ey ustsep [ereds 
Uor}eDOssy sTuueT, UMET 


SAHSIOAAXA NOILV.LOIG GNVH.LYOHS 


EXERCISE 69 (Continued) 


expression of opinion 
withheld an answer 
give the clothes a thorough test 


your product is very satisfactory 
in excess of the order 


pronounced improvement 


Mr. Frank Taylor 2 


91 Evans Street 
Troy, New York 


Dear Sir: 
Mr. Melvin, some time ago, handed me a let- 


ter from you in which you desired an expression ae 
of | opinion from us in regard to your merchan- 
dise this season. We have withheld an answer 


until now, wishing to give|the clothes a thor- 
ough test. We do now candidly state that your 


product is very satisfactory and, at the price, | 
as good as anything we have in stock. 
However, we have one grievance. When we 


place an order for|148 suits and get 158 we 
frankly are not pleased. In fact, it has been 


a custom |! with us to return anything shipped 
in excess of the order. The spirit of kindness 


prompted us, in this instance,|to accept the 
extra number, but beware in the future, lest 


we look up a guidebook to ascertain if the| 
trains run both ways. 
We congratulate you on the pronounced = - 


improvement in the general make-up of your 
clothing and| sincerely extend our best wishes 


for a continuance of your well-deserved success. 
Very truly yours [176] 
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EXERCISE 70 (Continued) 


specialty of printing 
attractive catalogues 
we guarantee 


first-class work 


Messrs. A. G. Dakin and Brothers 2 
44 State Street 


Harrisburg, Pennsylvania 
Gentlemen : 
We make a specialty of printing attractive 


catalogues for advertising. If you will send us 
one of your catalogues | we will quote prices. 


We guarantee first-class work and prompt 


delivery. Very truly yours [35] 


purchasing by mail 
Athletic Supplies 
include free delivery 


refunded without question 


To the Athletic Instructor : 3 


Purchasing by mail has become so popular 
and general as to make it advisable to afford | 


the schools and colleges every opportunity to 
benefit by the economies resulting from this 


practice. 
We specialize in Athletic Supplies |and are 


taking the liberty of sending you a copy of 
our latest booklet. All prices quoted include 
free delivery |and prompt shipment. 


You may make purchases with every assur- 
ance that the goods will be of the best ma- 


terial. Moreover,|your purchase money will be 
refunded without question if the goods should 


prove unsatisfactory. 
No order is too small for |’ us to fill and none 


large enough to overtax our facilities. 
Yours truly [113] 
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EXERCISE 71 (Continued) 


compelled to raise our prices 
new advertising rates 
advertising campaigns 


National Constructor 
accept contracts 
figured at the old rate 


Messrs. Fred D. Porter and Sons 3 


669 Lexington Avenue 
Providence, Rhode Island 


Gentlemen : 
Here’s a little balm! 
You no doubt have been hearing the cry: 


“Owing to the increased cost of,” | etc., “we 
shall be compelled to raise our prices,” ete. 


Well, this condition is true with us too, | and 
our new advertising rates will be higher, but it 


is our desire to meet you halfway. 
A number of | firms have brought to our at- 


tention the fact that they have already planned 
next year’s advertising campaigns, including 
space in | the ‘‘ National Constructor,” figured on : 


present rates. 
With the idea of codperating in every way 


possible with our advertisers, we |* have decided 
to accept contracts figured at the old rate pro- 


vided they reach us before January 31. 
We believe | that we are doing the fair thing 
and that you may wish to take advantage of 


our old rate in| this way. 
The last forms for our January number close 


on December 20. 
Shall we suggest copy for you? 


Yours very truly [162] 
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EXERCISE 72 (Continued) 


This industry, which for half a century has 
kept the business world “ dressed | up,” is ready 
to extend the benefits of its services to the homes 


and women of America and to assume |? for 
womankind the burden of the famiiy washing. 


It is well qualified for this mission. Old 
methods have been refined |and perfected to a 


degree that even the housewife herself cannot 
excel. The banishment of boiling and bleaching 


and their | replacement by the improved method 
of sousing and rinsing in water of velvety soft- 


ness and suds of creamy white is|an example. 
If you seek leisure for greater devotion to 
your children and increased participation in the 


bigger things of | life, could anything be simpler 
then packing your troubles in a laundry bag? 


In your city are modern laundries. In |* 
these you will find men and women who are 


courteous, accommodating, and desirous of giv- 
ing you that family-washing service | you have 
been waiting for. 


Give your family bundle to the laundry and 
receive in return leisure for larger usefulness. 


[340] 
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EXERCISE 73 (Continued) 


A stenographer who takes | dictation in a 
mechanical way will never bring out the best 
there is in the dictator, though, as you know | 
if you have studied shorthand, it is quite pos- 
sible for a stenographer to take down every 
word dictated, to transcribe |it properly, and 
yet not know after the letter is finished what 
it contains. 

While in the private office of | your employer, 
forget your personality and the things that con- 
cern you. Shed them like an outer wrap on the 
threshold |* when he calls you to take dictation, 
and go in with an adaptability and pliability of 
mind that will enable | you to fall in with the 
mood of the man whose letters you take, that 
you may understand them better | and transcribe 
them more intelligently. 

When he pauses for a word, keep your atten- 
tion on him and do not begin|to look around 
the room or out of the window. Such little 
annoyances — more felt than noticed — detract 
from concentration |and are the small things 
that breed dissatisfaction with the worker. 

When he is ready to go on, be ready |* to read 
back a paragraph or more so as to enable him to 
know at once how much of the | letter has been 
dictated. - 

Take your dictation in such a way that if your 
employer gets well along in the | letter and then 
wants to change something you can go back and 
do it without confusion or delay. [458] 
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EXERCISE 74 (Continued) 


high-school principals recruiting stenographers 
commercial teachers copying on the typewriter 
federal government prescribed examination 


To High-School Principals and Commercial 
Teachers : 2 


You will be interested in the inclosed circu- 
lar suggesting a service that you|may render the 


federal government in recruiting stenographers 
and typists. 


The examination, requiring not more than an Se 
hour of actual | work, consists of dictation exer- 
cises at eighty and one hundred words a minute 


and two exercises in copying on the | typewriter. 
Pupils who are about to complete the high-school 


course in Shorthand 2 and Typewriting will 
therefore be fully |competent to pass the pre- 


scribed examination and should be urged to 
make application. 


A copy of the application blank is |*inclosed. 
Very truly yours [104] 


when you require supplies 


Cut Price Auto Supply Company 
high-grade tires 
general accessories 


courteous and efficient service 
in our neighborhood 


Mr. Solomon Annapolsky 3 
56 Brunswick Street 


Denver, Colorado 
Dear Sir: 
Do you ever wonder, when you require sup- 


plies, accessories, etc. for your car, where your 
interest will| best be served ? Why not make 


us a visit or telephone or write the next time 
you need supplies ? 


We| have taken over the business of the Cut 
Price Auto Supply Company, located at 587 


May Street. We| shall carry in stock a com- 
plete supply of high-grade tires and general 


accessories, and our prices will be as|low as 
we can consistently make them. We shall try 
to furnish not only first-quality merchandise 


but also courteous |! and efficient service. 
When you are in our neighborhood, drop in 


and look over our stock. The writer will be | 
very glad to meet you, and if you require any- 
thing he will see to it personally that your 


wants are | properly attended to. 
Very truly yours [146] 
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EXERCISE 75 (Continued) 


evening class in Accounting 
is in excess of the number 
considered advisable 
effective teaching 

you have been assigned 

to visit the class 


Mrs. Julia A. Dayton 2 

Reading, Pennsylvania 
Dear Madam : 

The number of students in the Wednesday 
evening class in Accounting, of which you are a 
member, is |in excess of the number considered 
advisable by Hudson Institute for effective teach- 
ing in one group. We are therefore dividing | 
the class into two groups. 

You have been assigned to the group which 
will meet in Room 815, with | Mr. Hamilton as 
instructor. The hours for the class remain the 
same — Wednesday, from 7 to 9 p.m. 

If you| have a friend whom you would like 
to bring with you to visit the class next Wednes- 
day, we shall be |* glad to have you do so. 

Very truly yours [109] 


please send us swatches 
fancy overcoats 

velvet collar 

patch pockets 

box back 

present stock 


The Princeton Clothing Company 3 

84 Linden Street 

Jersey City, New Jersey 
Gentlemen : 

Please send us swatches of what you have 
in fancy overcoats in Model No. 6, velvet 
collar, patch pockets,|box back, at $15, $20, 
and $22.50. 

How is the overcoat situation ? You remem- 
ber that | we could not get fancy suits from you 
last spring. If overcoats are to be as scarce we 
want to | protect ourselves and buy at once what 
we think that we can use. Please inform us as 
to your present | stock. 

Business has opened very well in overcoats. 
We hope to do a fine business with them when 
it gets | colder.’ 

When may we look for you with your spring 


ine ? 
tings Very truly yours [114] 
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EXERCISE 76 (Continued) 


drop the sample 

High Pressure Covering 

bucket of water 

let it dry out 

springs a leak 

easily removed 

efficient as an insulator 
withstand higher temperatures 


Messrs. Smith, Davidson and Company 3 

58 Smithfield Street 

New Orleans, Louisiana 
Gentlemen : 

Drop the sample of High Pressure Covering, 
sent you under another cover, into a bucket of 
water. Let it|stay there a day or two. Then 
remove it and let it dry out. You will find it 
just as | strong and in just as good condition as 
it was before. 

Now the point is this: if a steam line | insu- 
lated with High Pressure Covering springs a 
leak, the section can be easily removed, dried, 
and replaced with very little|trouble and no 
loss in efficiency. 

But the fact that High Pressure Covering is 
unaffected by moisture or steam is |’ not its only 
distinguishing feature. It is from 10 per cent 
to 15 per cent more efficient as an insulator | and 
will withstand higher temperatures than other 
coverings. Besides, it is just as easy to apply 
and equally reasonable in | price. 

Why not fill out and mail the inclosed card ? 
Certainly the more information you can get on 
this subject | the better 

Yours very truly [165] 
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EXERCISE 77 (Continued) 


membership in the A. B. C. 
congratulate you on the step 
A. B. C. audits 


tedious wrangling 


Messrs. Manchester and Allison 2 


35 Toledo Street 
St. Louis, Missouri 


Gentlemen : 
We have just noticed the application of the 


* Evening Post” for membership in the A. B. C. 
and congratulate | you on the step. 


While we do not pretend to confine our list 
to A. B. C. members, it is|true that in a great 


number of cases such membership has been suffi- 
cient to put a paper on our list| where, otherwise, 
the copy might have gone to a competitor. We 


are confident that space buyers are daily coming 
more | and more to look on the A. B. C. audits as 


a prerequisite to using a publication. 
The mere fact|! that at one stroke an A. B.C. 
audit eliminates all the tedious wrangling over 


circulation is a boon that| papers cannot long 
afford to overlook. 


Yours very truly [129] 


inclosing a little folder 
which explains briefly 


stall floor that is always warm 
comfort and safety of your cows 
increase their productiveness 


sign and mail the post card 


Messrs. Smith and Baxter 3 


1164 N. Broad -Street 
Philadelphia, Pennsylvania 


Gentlemen : 
We are inclosing a little folder which tells 


what Cork Bricks are and which explains briefly 
how they make |a stall floor that is always warm, 


dry, sanitary, and nonslippery —a floor that will 
last for years. You know|that floors of this kind 


will not only add to the comfort and safety of 
your cows but will increase | their productive- 
ness also, thus bringing larger profits for you. 


Is it not to your advantage, then, to find out 
all | you can about Cork Brick ? 


After you have read the little folder, sign and 
mail the post card asking for |* the book “ Better 


Stall Floors” and a free sample. If possible —4H4H# 
inquire of your dealer regarding Cork Brick. 
Yours very truly [121] 
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EXERCISE 78 (Continued) 


fastest-growing country 
Republic of Panama 
Central American countries 


tremendous era of prosperity 
extensive field 
through the columns 


Messrs. Grant and Spear 3 


236 Worth Street ——— 
Key West, Florida 


Gentlemen : 
As you no doubt know, the fastest-growing 
country in the world is the Republic of Panama. 


The Central | American countries are enjoying 
a tremendous era of prosperity. AJl the better 


classes of the many nationalities represented 
there are | sending their children to the United 


States to take up a business course in our schools. 
This migration of school|children to the United 


States is so recent, however, that the people -- - 
of Panama have not yet had time to| become 
acquainted with many of our best schools. 


There is only one way to reach the English- 
speaking people of |' Panama, and that is through 


the columns of the * Panama Morning Gazette,” 
the only all-English daily between the City | of 


MexicoandCapeHorn. Allthe Spanish-speaking ~~ i 
people can be reached through the columns of 
the “ Diario de| Christobel,” the great Spanish = —— = , 


afternoon daily in the same territory. 
The rates of these papers are cheap in spite 


of |their extensive field, and the results of ad- 
vertising will be sure and rapid. We inclose 


a rate card and shall|be glad to give you any 
further information you may desire in regard 


to this country. The one way to|’reach the — 3 
people of Panama and Central America is 
through the columns of these two papers. = 


Very truly yours [219] 
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EXERCISE 79 (Continued) 


But these facts do not tell the full| story. 
There should really be added to this quarter 
of a billion dollars many millions more. The 


support of fire | departments is estimated to cost 
$100,000,000 a year, and the amount of money 


paid to fire-insurance | companies in the form of 
premiums exceeds by $141,000,000 the amount 


which the companies pay back | for fire losses. 
Hence we have $241,000,000 spent annually in 


fire prevention. 
Nor do these figures |* include the economic 


loss represented by injuries and deaths. In the 
state of Illinois, in one year nearly 400 | people 
lost their lives through fire. In the United 


States 1500 people are killed and 5000 injured 
annually |as a result of fire. 


Waste is to be avoided in all of its forms, 
and of all wastes that|of fire is one of the 


greatest and also the least excusable. Such 
waste should be prevented by every known| 
means. We have no right, through our care- 


lessness, to deprive others of the use and en- 
joyment of property. Buildings should |* stand 


for many years, but fires annually consume 
one half the value of all new buildings. 


The annual fire loss,|including the cost of 
protection, would support the public-school 


system of the United States for a year. [438] 
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EXERCISE 80 (Continued) 


The articles in the magazine bearing upon 
the | subdivision property describe it fully in 
such details as: location, railroad facilities, 


healthfulness of climate and surroundings, 


industries, population, statistics|of growth, 
schools, churches, stores, natural attractions 
of the vicinity, etc. The buying plan is very 


carefully explained, particular | emphasis being 
put upon the fact that the lots can be bought 


on the installment plan of a few dollars |* down 
and a few dollars a month. The reader is 


told very clearly and definitely what he must 
do to| buy a lot. 
A time limit is a good thing in any real-estate 


offer. ‘ For thirty days only,” if | hammered into 
the minds of prospective buyers, will make them 


step lively if they are in the market at all | for 
what you are offering them. Placing a limit of 


time within which a certain thing must be done 
makes | it more likely that the thing will be done 


because it forces the mind to a decision. [397] 
In case the|* inquirer is a resident of New 
York or lives within a few miles of the city so : 


that he can | easily visit the property, different 
methods are pursued with him. The method is 


not so much to sell to him| direct by mail, but 
to induce him to make the trip to the property 


and see for himself just what|it is, and it is 
left for the company’s representatives on the 
ground to close the sale if possible. Free | auto- : 


mobile rides or refunding of railroad fare are 
special inducements made to get people to visit 


the property. [498] 
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EXERCISE 81 (Continued) 


Draft Report 

will all go back into inventory 
cast considerable discredit 
warehouse notes 

to dispose of these cars 

before the notes mature 
passage of the law 

tax on automobiles 


Mr. Jere Milliman 2 

60 Arlington Street 

St. Louis, Missouri 
Dear Sir: 

As you will see by the inclosed Draft Report 
of August 1, the situation in connection with 
the | Mid-City drafts looks very serious. 

According to our reports, all drafts previous 
to May 1 have been taken up, | but the auditors 
who are now going over our books have in- 
formed us that unless all of the May shipments | 
are cleared before the tenth of this month, they 
will all go back into inventory. This would cast 
considerable discredit | upon our department. 

Mr. Barnes is mailing you tonight a quantity 
of warehouse notes with instructions as to how 
to|!use them. It is our desire that you imme- 
diately take steps to get the cars in question 
placed on these | warehouse notes. You will see 
from Mr. Barnes’s letter that we are willing to 
take ninety-day notes, even at | this late period. 
In this way ample opportunity is given to dis- 
pose of these cars before the notes mature. 

Please | explain to the dealers that this con- 
cession is made for them so that they can keep 
their accounts in good|shape here at Detroit, 
and that it will assist them in getting this 
material into their inventory previous to the |” 
passage of the law now pending, which will raise 
the tax on automobiles from 3 per cent to 10 
per | cent. 

These warehouse notes, together with ware- 
house receipts, must be in Detroit not later 
than August 10. This is important. 

Yours very truly [243] 
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EXERCISE 82 (Continued) 


Chamber of Commerce 
campaign to Americanize aliens 
to teach them loyalty 


respect for the flag 
persons of foreign birth 


foreign-born adults 
well-being of our nation 
principles and the ideals 


My. J. L. Jeffry 2 
113 Vista Avenue 


Yonkers, New York 
Dear Sir: 


The Westchester County Chamber of Com- 
merce has undertaken a campaign to American- 


ize aliens and to teach them loyalty | and respect 
for the flag. 


There are 14,000,000 persons of foreign birth 
now living in the United States. A | large 
number are not citizens, and of these many are 


taking no steps to become citizens. Many have 
become naturalized, | but neither they nor their 


children fully grasp our principles. 
We suggest that all boards of education in 


this county |not already trying to improve these 
conditions take immediate steps to meet them. 


We think it wise and right that |’ foreign-born 
adults should have a chance to learn “ Ameri- 
canism” either by special evening classes or 


in some other practical| way. Many of these 
people are at work during the day and have, in 


fact, been offered no real opportunity | to learn 
those fundamental ideas which are the most im- 


portant to the safety and permanent well-being 
of our nation. | 


All aliens living in this country who are here 
to stay and whose children attend schools 
should be encouraged to|speak and write our 


common language and to understand the prin- 
ciples and the ideals on which this great repub- 


lic is|* based. Where funds are not available 
an appropriation to provide such opportunities 


in our schools might well be made a| part of 
the annual budget at the next school election. 


Respectfully yours [232] 
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EXERCISE 83 (Continued) 


I am going to be frank as 
I am heartily ashamed of the delays 
spring purchases 


to protect ourselves on merchandise 
plans and calculations 
volume of business 


Dear Mr. White: 2 
Your letter of July thirteenth has just been =e — 
received. I am going to be frank in my | state- 


ment to you and tell you that I am heartily 
ashamed of the delays in the matter of paying 


the | Hamilton Company for our spring pur- ees 
chases. They have always been so fair with us 
that we feel all the more | keenly the obligation 


to be absolutely fair with them. 

In our endeavor to protect ourselves on 
merchandise of all kinds | for eighteen months 
past, we have probably ventured farther than 


we should have. A few weeks ago we increased 0 
the |! capital stock of our store by $15,000. We 
should make a tidy sum of money this year, 


and|unless all plans and calculations go wrong 
I am sure we shall be in wonderful shape by 


January first. 
The | volume of business up to June 8 was 


$20,000 more than for the same period of time 
last |year. Practically every week it is running 


ahead of last year’s sales. We have borrowed 
about all the money at|two banks that we can 
Iam going to do my best to send the Ham- 


ilton Company some money every |? week, even 
though the amount is not large. 


Ed was away on a fishing trip from the tenth 
to the| thirteenth. He is looking sunburned and 


happy. I sincerely hope you and your family ~ 
are in good health. Please convey|to all of 


them my kindest regards. oa 
Sincerely yours [249] 
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EXERCISE 84 (Continued) 


trade investigation 

powerful advertising campaign 
chemical preparation 

will permanently stop leaks 

in all kinds of heating systems 
skilled plumber or fitter 
apprentice or helper 

by pouring a can of Leakproof 


Messrs. Fels and Fels 2 

101 First Street 

Grand Rapids, Michigan 
Gentlemen : 

I have before me the report on a trade inves- 
tigation we have just completed, which discloses 
a rich new | market —the plumbers’ supply field. 

You are interested, of course, and so are 
we —so much interested that we are | about to 
launch a powerful advertising campaign. I am 
convinced that there is a big market here for 
both you|and us. In Plumbers’ Leakproof we 
have the product that is going to take the 
market by storm. 

Our investigations |show that the plumbing 
trade feels the need of a chemical preparation 
that will permanently stop leaks in all kinds |’ of 
heating systems —a preparation that will find 
and repair such leaks in a few minutes’ time, at 
a small | labor cost. 

Leakproof fills this need exactly. It makes a 
skilled plumber or fitter out of an apprentice 
or helper, | for any boy can do a workmanlike 
leak-repair job in a few minutes merely by 
pouring a can of|Leakproof into the system. 

We are going to bring these facts to the 
attention of the entire plumbing trade through | 
a series of big-space advertisements in the trade 
periodicals that your customers read. 

I am convinced that there are|* big things 
ahead for both of us in Leakproof, and I believe 
you will want to be among the first|to take 
advantage of the situation. 

Shall we lay our plan before you in full? 

Very truly yours [238] 
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EXERCISE 85 (Continued) 


Formerly the solvency of the company was 
the main thing which | the examination sought 
to disclose, but more lately the general business 
policy of the company has been a very impor- 
tant|subject for investigation. It has been 
claimed by some that the examinations of insur- 
ance companies are made too frequently and |* 
that their cost is excessive. Frequency of exam- 
inations is necessary, as the fluctuation of assets 
among the companies —in the | fire-insurance 
business, at least — is so great within the period 
of even a single year that the past financial | 
standing of a company is no criterion for its 
solvency in the future. Formerly the expense 
of an examination was|much greater than at 
present. A few years ago it was not unusual 
for examiners to be paid a high| daily wage 
in addition to their hotel and other necessary 
expenses. Today nearly all the insurance de- 
partments pay their examiners |*a regular salary 
out of the general funds in the state treasury, 
and the insurance companies are required to 
bear|only the nominal sum of the railway, 
hotel, and other expenses of the examiner. 
Under these conditions it costs less|to have 
an examination made of the affairs of an insur- 
ance company by a state department than to 
hire paid | auditors from some one of our more 
important accounting firms. The examination, 
however, should supplement the latter, as a 
thorough | checking up by public accountants 
means an additional safeguard. [489] 
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EXERCISE 86 (Continued) 


a. It enables the buyer to strengthen his 
credit, since he provides for the payment of 
each purchase of | goods by the time the goods 
are turned over. By establishing a “pay as 
you go” policy the buyer develops |a habit 
of buying more carefully, and this avoids the 
danger of overstocking, which often leads to 
financial difficulty. 

b. |It relieves the seller from the burden of 
financing his customers, which he does when 
he is obliged to extend |long terms of credit 
on open-book accounts. He can also use trade 
acceptances to secure additional working cap- 
ital, since|* banks will discount more readily 
two-name paper, in which the primary liability 
exists with the purchaser of goods, who, | in the 
turnover, obtains the funds necessary to meet 
the obligation at maturity. After the seller 
has the buyer’s acceptance |the transaction is 
closed, and proof of the correctness of any 
part of the transaction rests with the buyer. 

b. |The trade acceptance places commercial 
credit on a sounder basis, since it rests on an 
actual merchandise transaction, It also | utilizes 
the commercial credit that is not available 
when such commercial credit is represented 
by open-book accounts. It lowers |* borrowing 
rates of interest because Federal Reserve banks 
offer preferential rediscount rates for this class 
of negotiable paper. [418] 
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EXERCISE 87 (Continued) 


America’s Challenge 
exhibition of this picture 
personally addressed letters 
plan of community publicity 
city officials 

large attendance 


Mr. Frank K. Sturgis 2 

35 Piedmont Street 

Rutland, Vermont 
Dear Sir: 

We understand that you are showing ““Amer- 
ica’s Challenge.” Anticipating the exhibition of 
this picture, we have sent personally | addressed 
letters to schools, churches, clubs, and the like, 
bespeaking their codperation. 

It is our intention to follow this plan | of 
community publicity with all bookings of our 
pictures. We have also written the mayor of 
your city asking if| he with other city officials 
will not be present, and we suggest your send- 
ing him a personal invitation. 

We trust | that you may have a large attend- 
ance and that the exhibition of the picture may 
in every way meet your |" desires. 

Very truly yours [104] 


state the size 
color and style 
duplicate your order 


apologize for delay 
referring to our records 
replaced in stock 


Mr. Madison Cameron 3 

23 Norfolk Street 

Savannah, Georgia 
Dear Sir: 

We have your letter of the twentieth of this 
month and apologize for delay in acknowledging 
the receipt | of your communication of June 12. 

We find upon referring to our records that 
the collars in question went forward|on the 
twelfth of June to the Hotel Imperial and were 
returned to us marked “don’t want.” They 
were therefore | replaced in stock, and a credit 
for the amount was entered on your account. 
As we are unable to ascertain|the particular 
style of collars you desire, we ask you to give 
us adescription of them. Please state the |’ size, 
color, and style, and we will gladly duplicate 
your order, if possible. 

May we have an early opportunity of | serving 


? 
Se Very truly yours [125] 
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EXERCISE 88 (Continued) 


safe-deposit vaults 

storage vault 

bulky articles of value 

left in an unoccupied house 


Mr. David Montague 2 

290 South Lake Street 

Albany, New York 
Dear Sir: 

In addition to our safe-deposit vaults we 
have a large storage vault in which we store 
for | any length of time, at moderate rates, bulky 
articles of value, such as trunks and household 
silver. 

The charges in|this department, although 
reasonable, cover not only storage but also 
insurance against loss. 

Should your family be leaving the city |at 
any time you would find our vaults a desirable 
place for the safekeeping of your silverware 
and such other|articles as are too valuable to 
be left in an unoccupied house. 

Very truly yours [95] 


Beaver Lake Sash Cord 
standard specified 
long-staple cotton yarn 
firmly braided 

smooth, even finish 

long wear over pulleys 

every foot of the cord 
protection against substitutes 


Mr. Contractor : 3 

We want you to know more about Beaver 
Lake Sash Cord, the standard specified and 
used by the| United States government. 

It is manufactured of long-staple cotton yarn, 
firmly braided, and has the smooth, even finish 
necessary |to give long wear over pulleys. A 
trial will convince you that it is superior in 
quality to all other | cords. 

So that you may know it upon sight, the 
name ‘ Beaver Lake” is printed on every foot 
of the|cord itself, as is shown by the inclosed 
sample. Be sure to look for this mark of iden- 
tification, which is|*your protection against 
substitutes. 

If your dealer does not carry Beaver Lake 
Cord in stock, write us. 

Yours very truly [120] 
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EXERCISE 89 (Continued) 


The application | of heat to perishable foods 
in order to preserve them from decay has prob- 


ably been practiced since the discovery of |? fire. 
The earliest record of the application of heat to 
food in a scientific way was in 1872,|when 


Scheele, the well-known Swedish chemist, dis- 
covered that vinegar could be preserved against 


spoiling by heating it. ... No scientific | ex- 
planation of the reason why the heating process 


preserves foods appeared until 1860 to 1870, 
when Pasteur, in| his studies as to the causes 
for the deterioration which took place in wines 


and beers, discovered that there were | certain 
forms of life previously unknown whose un- 


checked growth gave to liquor its bad flavors ete. 
These were termed |* by Pasteur “diseases.” He 


discovered that by heating beer and wine to a 
temperature of 158 degrees to|176 degrees F., 


and holding the fluids at these temperatures for 
a period of time, the “ disease germs,” |as he 
called them, were destroyed and the flavor of 


the liquor was improved, the loss by spoiling 
being at|the same time prevented. [364] 


178 


6LT 


06 ASIONAXA 


‘uodn 
peuMOrT Sv UoTyeztMeysed Jo ssedord oyy pure 
‘solltep 94} woz poonpoad se yr uel | 10F 
sem Aro oy], “Surppury uveyo oansse 04 pue uoye 
~ostIzor Iadoid moos 04 ‘parnoes svar YIU 043 
qoryat wrory seonos ,| ay dn uvaya 04 S}1OJZo snon 
“UeT4s UL WIOF yoo} orqud oy} roy ATddns yr 
oFes B oINdeS 0} olsep oy, | “sorjovsd sqrt oSe 
“MOOSIp 0} sdays yoo} JoyyeA soyTOYyne yy[eey 
Qt SuLIOUST UAV JO ‘y[IuI Jo uolyeztmeysed oy} 
Sursemoous Jo proysuq | “y[ut Jo Suljpuey pue 
uorjonpord 01} ut sooyorrd peq dn SULI9AOD JO 
Suvow ¥ se pesn ATdus puv qyrysoyeur v| sem 
sseoord oy} 4vyy poreptsuod sem 4] “IOARJSIP 
THA YT Fo uoryezianeysed yy uodn peyooy 
qysay qe “ofnr B sv | ‘sorytaoyyne qy[eey ‘peXoydure 
spoyyeut Aynvz oy sv [TOM sv Gueuyrery yyrar Jo 
poyjzour sty Suydope ut sxopeep poyenqoe Ory 
saatjour ,| aqeuoysonb oy, yo 4qunoooe uO 

> * Gr SuTpO09 
pue suyvoy ATprder £q 9[QeyoyrVUI opeUr aq [[Tys 
P[noo ‘ores orojzoq ourry Suoy|¥ a0z ploy 03 Ares 
“Se00U oUTBOEG 4I TOIYM IO ‘Suror quoroynsur Aq 
peTooo ATpeq woaq pey orp s0 ‘zouueUT uvepun 
| ue ut perpuey weeq PeY POM YI “poyoayo 
OG SNYY P[Qod H[IUt UL VIAayoRq Jo stoqummu snout 
“10U9 OT} JO AMOS | oy} 04 onp UOIye]UOULIOF 
OTF FYZ puv “poyvoy orem 41 Jt Pores oq pmo 
SULMOS Jo yO" UO sso [eroIOMTUIOD | v auI0vaq 
OF START PUB PTO SVM YOIYA yTTUT yey} siopeap 
Y[FUL FO WorjW9yVe YZ 04 FYSNoIq UOOS sem 47 


(panujzuoy) WII} a0 NOILVZINAALSVG AH, 


SHSIONAXA NOILV.LOIG GNVHLYNOHS 


EXERCISE 90 (Continued) 


In New York and other | cities commendable 
progress was made in the effort to secure a clean, 


safe raw milk, and the improvement made in| 
the conditions under which milk is handled, 
particularly in receiving stations and creameries, 


can hardly be appreciated by those who | were 
unfamiliar with conditions before the campaign 


for clean milk was inaugurated. Dairy con- 
ditions have also been greatly improved and |* 


the dairymen themselves repeatedly say that 
they would not for any consideration go back 


to old conditions. All efforts made | to advance 
the production of clean milk should be continued 
with unabated vigor. It soon became apparent, 


however, that the|securing for a large city of 
a raw-milk supply which could be guaranteed 


to be reasonably clean and safe| was practically 
impossible. .. . 


Public-health administrators were at length 
led to the conclusion that the pasteurization of 
milk was the | only practical means of securing a 


supply which would be reasonably safeguarded 
against dangerous infection. By many persons 


it was |‘considered to be a makeshift, and it is 
still so regarded by some authorities, it being 


held by them that | its employment should only 
be continued until a clean, safe raw supply can 


be secured. Others, and by far the | majority —— 
of authorities, are, however, convinced that 


pasteurization ,will always be a necessity, and 
that even the best of raw|milk should be pro- 
vided with the additional safeguard which will 


be secured by pasteurization. [474] 
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EXERCISE 91 (Continued) 


conditions without precedent 
markets for labor 
manufactured goods 


period of transition 
consumer and producer 
downward trend of prices 


prices prevailing at the time 
element of speculation 


The H. E. van Zelm Company 2 
429 McCall Street 


St. Paul, Minnesota 
Gentlemen : 


The new year opens with the country facing 
conditions without precedent. The markets for 


labor, raw material, and manufactured | goods 
are passing through a period of transition. 


We believe that the interests of consumer == 
and producer will be best|conserved if cus- 
tomers place advance orders at this time in 


accordance with their reasonable requirements 
for the fall trade. The merchant who has a 


well-selected stock when that business opens 
will reap the benefit of his foresight. 


In order | that buyers may be free from risk 
against any possible downward trend of prices 


on our merchandise, we shall book |'advance bus- ~ 
iness until further notice, under the following 
guaranty : 


Should our prices be reduced we agree to 
bill goods at|prices prevailing at the time 


goods are shipped. 
Should our prices advance we shall invoice 


goods at the prices stipulated | at the time the 
order was given. 
In the event of any downward revision in 


price we shall at once | notify you so that you 
may know at what price your goods will be 


invoiced. 
Our assumption of this risk|relieves you 


from any possible element of speculation. We 
invite correspondence at any time regarding 


business conditions in our field|*and assure 
you of our full codperation. 
Very truly yours [210] 
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EXERCISE 92 (Continued) 


striking success 

management of all theaters 
extension of the play dates 
close bookings of other theaters 
Anna Shaw in ‘' Virtue”’ 

extra play dates 


Mr. Thomas B. Spry 2 

66 Monroe Street 

Piedmont, Pennsylvania 
Dear Sir: 

The striking success of the last Dan Leroy 
production and of the first Anna Shaw offering 
makes it| necessary to send a timely warning 
to the management of all theaters which possess 
a contract for either of these | stars. 

Almost every theater which presented Dan 
Leroy in “Soldiering” requested, at the last 
minute, that an extension of the|play dates 
be given in order that full returns might be 
gathered. 

In a few cases we found it possible | to allow 
the theaters to hold the picture for the extra 
days, but in the great majority of cases the |* 
close bookings of other theaters made this 
impossible. 

This same condition is presenting itself to 
the exhibitors who are showing|Anna Shaw 
in “Virtue.” In fairness to all we suggest 
that each exhibitor prepare now to arrange for 
the extra|play dates that he will surely want 
later, both for “ Virtue” and for the new Dan 
Leroy Comedy “Keeping Well,” | which will 
soon be announced. 

Take warning! Don’t be caught a second 
time. Such attractions as those above men- 
tioned mean | extraordinary crowds. Your usual 
run is not long enough for you to get the full 
returns in patronage. Speak for |? your extended 
dates now; later they may not be available. 

Yours truly [212] 
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EXERCISE 93 (Continued) 


several years of experience 
deplorable lack of organization 
foreign-language press 


advertising agencies 
planning campaigns 


extra expense of translation 
distribution of plates 
unexploited field 


The Clarke Company 2 
16 Dexter Road 


Worcester, Massachusetts 
Gentlemen : 


Realizing keenly from several years of expe- 
rience the deplorable lack of organization in 


the foreign-language press, we have | established 
for the benefit of advertisers and advertising 


agencies the United States Foreign-Language 
Service. 
We are officially authorized to | represent 


every foreign language newspaper in America. 
Our function will be that of special agency 


covering the field. 
The advantage | to you will be threefold: 


(1) The United States Foreign-Language Serv- 
ice will be able to supply you material 


and | information for planning campaigns, 
together with valuable counsel as to the 
likes, prejudices, and buying habits of 


the various groups. |* 
(2) The United States Foreign-Language 


Service will readily relieve you of the 
details, extra expense of translation, in- 


sertion, distribution | of plates, checking 
and paying the several foreign-language 
publications. 


(3) The United States Foreign-Language 


Service guarantees you the | lowest rates 
in every foreign-language paper. 
If you are planning any campaign for the 


near future, may we have|an opportunity to 
demonstrate our value to you as an entering 


wedge into this practically unexploited field ? 
Very truly yours [180] 
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EXERCISE 94 (Continued) 


where we have to spell 
ordinary abbreviations 
we make no charge 


satisfactory explanation 


Mr. Benjamin Adler 2 - 


67 Cedar Street 
Bay City, Michigan 


Dear Sir: 
On addresses where we have to spell out 


“Kast,” ‘ West,” “Street,” “Avenue,” ‘“Com- 
any,” or the name of any|state, we charge 
y> y ’ g 


one eighth of a cent extra for each word. 
Where we use ordinary abbreviations for these 
words | we make no charge. 


We hope that this is a satisfactory explana- 
tion of the question contained in your letter 


of | November seventeenth. 
Very truly yours [65] 


Industrial Commission 


brings the subject 
every manufacturer 
training room 


semi-skilled and unskilled 
skilled workers 


Mr. Amos Wells 3 
78 Union Street 


Hannibal, Missouri 
Dear Sir: 


As you were interested in our first report to 
Mr. Samuel Davidson, Chairman of the United 
States Industrial | Commission, you will, I am 
sure, be interested in the report which I am 
sending to you today. This new| report brings 
the subject of industrial training in this country 
up to date. 


If you will turn to page 20 | you will be inter- 
ested to see that a year ago France required 


every manufacturer employing 300 persons or 
more|to put in his factory such a training 


room as our Section advises for the upgrading 
of semi-skilled and |! unskilled employees. Even 


if a firm had plenty of skilled workers the © 2,1 


requirements still held. 
Very truly yours [118] 
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EXERCISE 95 (Continued) 


If dirt and grit, and iron wearings from the 
machine, are | permitted to circulate with the lu- 
bricating oil to any great extent, these foreign 
particles will be crushed and ground between | 
the two surfaces and cause wear, even though 
the tiny balls are not destroyed. 

A motor running at 900 | revolutions a minute 
with a stroke of 53 inches stops and starts 30 
times a second, 1800 |? times a minute, 108,000 
times an hour, 1,080,000 times a day, and travels 
96 | miles a day; or in a year has stopped and 
started 97,200,000 times and| traveled a dis- 
tance of 8820 miles — 984 miles more than the 
diameter of the | earth at the equator. This has 
been accomplished in a space of 5} inches, 
and the piston has|reversed its action in each 
stroke. Care must be taken in lubricating to 
make this possible, and extreme care should |* 
be taken that everything about the motor is 
kept tight. [310] 
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EXERCISE 96 (Continued) 


Then the business will acquire a personality. | 
This, then, is the problem of the corporation 
chief: to make men feel that they are not sim- 
ply cogs of |? a great machine, their acts geared 
to the ponderous activity of the whole; to make 
men realize that they have | responsibilities, not 
only as business getters and money makers but 
toward the public and toward their business 
associates —that their|every act is adjudged ; 
to bring men to respect their profession not 
alone as a means for acquiring wealth but |as a 
life work and the work itself as its own reward. 

If men with these commercial ideals could 
be|put behind the guns of a business, that 
business would become a human active force — 
a personality. 

“How can these |* ideals be instilled into a 
working force ? 

It can be done, first, by a careful selection of 
men; second, by | arousing within the organiza- 
tion a spirit of codperation; third, by so placing 
men and arranging their work that the tendency| 
to become narrow through specialization will be 
avoided. 

First, the man should be selected when young, 
so that he can|be molded in this atmosphere 
before his ideas become fixed; second, he must 
be a man with a capacity for|enjoying work 
for its own sake; third, he should possess to a 
marked degree that quality not usually deemed 
requisite |* for a business career — constructive 
imagination; fourth, he should be tactful — 
which is another word for unselfish. [417] 
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EXERCISE 97 (Continued) 


series of lectures explanation of card systems 
exclusively for women _ routing of correspondence 
Office Procedure capacity of our lecture room 
Mrs. C. E. Atherton 2 


84 Sheridan Avenue 


Chicago, Illinois 
Dear Madam : 


Homer Institute has pleasure in announcing 
a series of lectures exclusively for women. The 


subjects and the dates | follow: 


Office Procedure: Filing, indexing, 


explanation of card systems, use of 
ordinary office appliances. June 5, 


at 6.05 
Correspondence: | Handling and 


routing of correspondence, follow-up 
systems, use of tickler file. June 7, 
at 6.05 


The Relation of | the Individual to 


the Organization: How to increase 
individual production. June 12, at 
6.05 


As the capacity of our|lecture room is lim- 


ited, we must ask you to inform us exactly 
how many seats you wish reserved. A card |*is 
inclosed for your convenience. 


I am also inclosing a card of announcement 
which we should be glad to have| you give to 


any of your friends who are interested. 
Attendance at the opening lecture will put 


you under no| obligation. 
Very truly [143] 


Secretary of State Borough of the Bronx — 


asking my legal opinion General Laws 


Messrs. G. W. Davenport and Company 3 
, 42 Division Street 
Albany, New York 


Gentlemen : 
I am inclosing a copy of a letter from the 


Secretary of State, asking my legal opinion as 
to| whether or not the Borough of the Bronx 


is now the County of the Bronx under Chapter 
546|of the General Laws, and also a copy of 


my opinion, which I have forwarded today to 
the Secretary of | State. 
Very truly yours [64] 
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EXERCISE 98 (Continued) 


Salvation Army 
Thanksgiving dinner 

poorest children and women 
actually hungry 

carefully and sympathetically 
invalids, cripples, and blind 


Mr. Quentin MacGlenchie 2 

44 Primrose Avenue 

Syracuse, New York 
Dear Sir: 

Twenty-five years ago the Salvation Army 
gave its first Thanksgiving dinner to the poor- 
est children and women|that we could find in 
the alleys, tenements, and congested poverty- 
stricken districts of Syracuse. 

They were the children of | families so poor 
that without this effort on our part they not 
only would have passed the day without a_| 
Thanksgiving dinner but would have been 
actually hungry. 

We have carefully and sympathetically car- 
ried on this work of visiting the| poor ever since, 
so that now the invalids, cripples, and blind 
eagerly await the coming of our visitors. 

We plan |! to serve a dinner at our Settle- 
ment, 87 Vernon Street, at 11 a.m. Thanks- 
giving Day to three thousand|children. At 
the same time well-filled baskets containing a 
substantial Thanksgiving dinner will be dis- 
tributed among cripples and invalids. | 

Will you, dear friend, make it possible for 
us to help these unfortunates by filling in the in- 
closed slip for| whatever you are able to give, 
and mail it today ? The need is great and the 
time short. Won’t you|help now ? 

Yours sincerely [184] 
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EXERCISE 99 (Continued) 


Shippers and Receivers of Freight 
Director General of Railroads 

has issued orders 

collection of transportation charges 
file with the railroad 

a bond guaranteeing payment 


To Shippers and Receivers of Freight: 2 

As you undoubtedly know, the Director Gen- 
eral of Railroads has issued orders changing 
materially | the general practice with reference 
to the collection of transportation charges. 

These new rules as outlined in Circular 
No. 25,|but more particularly explained in 
Circular No. 9, become effective August 1. 
From and after that date all shippers | and re- 
ceivers of freight are to be allowed one day 
in which to pay collection charges and prepay- 
ment charges. In| other words, the shipping or 
receiving of freight becomes a cash transaction. 
Since so short a time may not allow|’for the 
collection of freight bills, an extended period 
of forty-eight hours in addition to the one day 
mentioned | may be allowed, provided that the 
shipper or receiver has on file with the railroad 
a bond guaranteeing payment of|the charges 
within that time. 

This company is prepared to execute such a 
bond, thus enabling you to take advantage | of 
the extra credit. 

It is not known at this time just what form 
shall be used or just what|rates these bonds 
shall carry, but the charge will be nominal. 

We shall be glad, at your request, to send |” 
a representative to you with any further infor- 
mation that you would like to have. 

Very truly yours [217] 
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EXERCISE 100 (Continued) 


inclosed statement factories and service stations 
according to our records discontinue shipping you 


to entitle you parts 
ro per cent discount to make all future shipments 
Mr. George H. Trumbull 2 


57 Gulf Street 
Waco, Texas 
Dear Sir: 

The inclosed statement of your parts account 
shows a balance of $1331.49 due |us May 31. 

According to our records the balance due 
April 30 is $1004.64.| This balance should 
have been paid by May 20 to entitle you to the 
10 per cent discount. We wired | you in regard 
to this account but received no reply from you, 
nor have we yet received a remittance. 

We | have instructed our factories and service 
stations to discontinue shipping you parts on 
open account and to make all future |’ ship- 
ments on a c.o.d. basis until a remittance is 
received covering the amount due. 

Yours truly [116] 


the Hamilton Student 

aims to interpret the purpose 
needs of modern business 
education and training 
increasing the efficiency 

men and women of his staff 


Mr. Henry T. French 3 

149 Euclid Avenue 

Cleveland, Ohio 
Dear Sir: 

You will receive under another cover a copy of 
the November issue of the “ Hamilton Student.” 
This magazine, | which aims to interpret the pur- 
pose, spirit, and needs of modern business, has 
a special value for those executives who | are 
interested in the education and training of their 
employees. 

Today every executive is giving careful 
thought to the problem | of increasing the effi- 
ciency of the men and women of his staff in 
order that they may better carry the | increased 
burdens now laid upon them. We feel that in 
your thinking about these matters you may find 
the “ Hamilton |' Student ” of some assistance. 

We send you this copy with our compliments. 

Very truly yours [115] 
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EXERCISE 101 (Continued) 


setting of magnificent trees 
great and permanent beauty 
roots of the adjacent trees 
ugly objects in the landscape 
heavy soil is dumped 
priceless features 
suggestions of a tree surgeon 
healthy condition 


Mr. Cutler Pollock 2 

45 Boulevard 

Atlantic City, New Jersey 
Dear Sir: 

You have seen a fine house built in a setting 
of magnificent trees which give promise of 
great | and permanent beauty. When the drives 
were laid out perhaps half the roots of the 
adjacent trees were cut away. | This caused the 
trees to die or become half dead — ugly objects 
in the landscape. 

When a lawn is graded, | heavy soil is dumped 
over the roots of the trees. No care or knowl- 
edge is used to protect these priceless | features 
of the landscape. Nine times out of ten the 
trees die. He who says that it does not hurt |* 
to bury the roots of trees does not know trees. 

On the other hand, many an estate owner 
walks by|some fine old trees on his place 
that are going to premature destruction from 
internal decay. The leaves may still|be green 
and the trunks a mere shell, ready to break 
apart or topple over in a windstorm. He is| 
unconscious of impending loss because he has 
had no occasion to learn how trees live or how 
and why they | die. 

You ought to protect the cash value of your 
trees by securing the advice and suggestions 
of a tree |? surgeon. You owe this to yourself. 
We will make a careful examination of your 
trees by appointment. If we find |all of them 
in healthy condition, there will be no charge 
for the examination. 

Very truly yours-[237] 
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